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CHAPTER 1 

INTRODUCTION 

 

Section 1-1 General 

 

1. Section 3, Article II of the 1987 Philippine Constitution states that “the Armed 

Forces of the Philippines is protector of the people and the State. Its goal is to 

secure the sovereignty of the State and the integrity of the national territory.” In 

extraordinary situations, the Armed Forces of the Philippines (AFP) may also be 

called upon to protect the people when ordinary law and enforcement forces need 

assistance.  

 

2. In line with Executive Order No. 02, series of 2016 dated July 23, 2016 titled 

“Operationalizing in the Executive Branch the People’s Constitutional Right to 

Information and the State Policies of Full Public Disclosure and Transparency in the 

Public Service and Providing Guidelines Therefor,” the AFP formulated the AFP 

Freedom of Information (FOI) Manual which shall define the balance between the 

people’s right to information and the AFP’s obligation to provide accurate, reliable 

and timely information without compromising national, operational, and personnel 

security.  

 

3. As such, classified military information is treated as national security assets 

that need to be conferred with varying degrees of protection in order to prevent 

enemies of the Filipino people from gaining undue advantage that can undermine the 

sovereignty of the Philippines and the integrity of the national territory. 

 

Section 1-2 Rationale 

 

1. This Manual aims to assist the public and guide the Armed Forces of the 

Philippines (AFP) in the implementation of E. O. No. 2, s. of 2016 on FOI. 
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Section 1-3 Structure of the Manual 

1. The AFP FOI Manual sets out the definition of terms, standard operating 

procedures, rules, remedies, fees, and administrative liability relative to the AFP’s 

implementation of FOI. This AFP FOI Manual also provides the relevant forms and 

annexes. 

 

Section 1-4 Coverage 

 

1. The AFP FOI Manual covers all requests for information made through the 

FOI mechanism directed to the AFP. 

 

CHAPTER 2 

GENERAL PROVISIONS 

 

Section 2-1 Legal Bases 

 

1. This Manual is based on the following laws, rules, and regulations: 

 

a. The 1987 Philippine Constitution 

 

1) Section 7, Article III: “The right of the people to information on 

matters of public concern shall be recognized. Access to official records, and to 

documents and papers pertaining to official acts, transactions, or decisions, as well 

as to government research data used as basis for policy development, shall be 

afforded the citizen, subject to such limitations as may be provided by law.”  

2) Section 28, Article II: “The State adopts the policy of full public 

disclosure of all its transactions involving public interest.” 

 

b. Executive Order No. 02, series of 2016 dated July 23, 2016 

titled “Operationalizing in the Executive Branch the People’s Constitutional Right to 

Information and the State Policies of Full Public Disclosure and Transparency in the 

Public Service and Providing Guidelines Therefor.” (Annex A) 
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c. Memorandum from the Executive Secretary, Office of the 

President of the Philippines, dated November 24, 2016 with the subject “Inventory of 

Exceptions to Executive Order No. 2, series of 2016.” (Annex B) 

 

d. Memorandum Circular No. 78, series of 1964 dated August 14, 

1964 titled “Promulgating Rules Governing Security of Classified Matter in 

Government Offices”, as amended by Memorandum Circular No. 196, series of 1968 

dated July 19, 1968. (Annex C) 

 

e. Republic Act No. 10173 dated July 25, 2011 known as the “Data 

Privacy Act of 2012.” (Annex D) 

 

Section 2-2 Guiding Principles 

 

1. This Manual adheres to the following principles: 

 

a. Maximum Disclosure. All information or documents issued by or 

under the custody of AFP which are of public interest shall be disclosed to the public, 

provided said disclosure does not affect national, operational, and personnel security 

matters. 

   

b. List of Exceptions. The exceptions to access to information or 

documents held by the AFP which are of public interest shall be stated clearly and 

be free of any ambiguity. 

 

c. Classification Categories. All information or documents requiring 

protection in the interest of national, operational, and personnel security shall be 

classified and limited only to four (4) categories: Top Secret, Secret, Confidential, 

and Restricted.  

 

d. Clear Procedure to Facilitate Access. All requests for information or 

documents directed to the AFP shall go through the procedure discussed in Chapter 

5. 
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e. Access Requirements. Release of requested information or 

documents shall be allowed after criteria set forth in this Manual are met. In addition, 

the AFP FOI Cognizant Office/Unit (COU) reserves the right to require the security 

clearance of the requesting party prior to the release of information or document 

requested. 

 

f. Sanitization. Requests for information or document shall only be 

limited to the information necessary to meet the purpose stated in the completed 

requesting party’s FOI Request Form. As such, said information or document 

requested may be sanitized prior to its release.  

 

g. Availability of an Appeal. A privilege afforded to the requestor for 

review of the decision made by the agency through its Central Appeals and Review 

Committee (CARC). 

 

h. Sensitive Personal Information.  As defined in the Data Privacy Act 

of 2012 (Republic Act No. 10173) shall refer to personal information: 

 

1) About an individual’s race, ethnic origin, marital status, age, 

color, and religious philosophical or political affiliations; 

 

2) About an 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; 

 

3) Issued by government agencies peculiar to an individual which 

includes, but not limited to, social security numbers, previous or current health 

records, licenses or its denials, suspension or revocation, and tax returns; and 

 

4) Specifically established by an executive order or an act of 

Congress to be kept classified.  
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Section 2-3 Definition of Terms 

 

1. For purposes of this Manual, the following terms are hereby defined as 

follows: 

 

a. Administrative FOI Appeal. An independent review of the initial 

determination made in response to an FOI request. Requesting parties who are 

dissatisfied with the response to their initial request have a right to appeal that initial 

determination to an office within the agency, which will then conduct an independent 

review. 

 

b. Annual FOI Report. A report to be filed each year with the Presidential 

Communications Operations Office (PCOO) by all government agencies detailing the 

administration of the FOI. Annual FOI Reports contain detailed statistics on the 

number of FOI requests and appeals received, processed, and pending at each 

government office. 

 

c. Classified Matters. Information and materials categorized by the 

responsible classifying authority based on its importance. Classified military 

information (CMI), includes but is not limited to, all information and materials that are 

within the scope of national, operational, and personnel security. 

 

d. Compromise. For this Manual, it shall be understood as a loss of 

security which would result to the exposure of CMI to an unauthorized person.   

 

e. Consultation. When a government office locates a record that 

contains information of interest to another office, it will ask for the views of that other 

agency on the disclosability of the records before any final determination is made. 

This process is called a “consultation.” 

 

d. 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. 
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e. 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. 

 

f. Exceptions. Information that cannot be released and disclosed in 

response to an FOI request because they are protected by the Constitution, laws or 

jurisprudence. 

 

g. FOI Contact. The name, address, and phone number of specific 

personnel at each government office where you can make an FOI request. 

 

h. FOI Request. A written request submitted to a government office 

personally or by email asking for records on any topic. An FOI Request can generally 

be made by any Filipino to any government office. 

 

h. FOI Receiving Office.  The primary contact at each agency where the 

requesting party can call and ask questions about the FOI process or the pending 

FOI request. 

 

j. Frequently Requested Information. Information released in response 

to an FOI request that the agency determines have become or are likely to become 

the subject of subsequent requests for substantially the same records. 

 

k. Freedom of Information FOI (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 to the procedures and limitations provided in Executive Order No. 2, 

series of 2016. This right is indispensable to the exercise of the right of the people 
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and their organizations to effective and reasonable participation at all levels of social, 

political and economic decision-making. 

 

l. Full Denial. When the AFP cannot release any records in response to 

an FOI request since the requested information is exempt from disclosure in its 

entirety or no records responsive to the request could be located. 

 

m. Full Grant. When a government office is able to disclose all records in 

full in response to an FOI request. 

 

n. 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, electronic data, computer stored 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, executive order, and rules and regulations or in 

connection with the performance or transaction of official business by any 

government office. 

 

o. Information for Disclosure. 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. 

 

p. Multi-Tracking Processing. A system that divides incoming FOI 

requests according to their complexity so that simple requests requiring relatively 

minimal review are placed in one processing track and more complex requests are 

placed in one or more other tracks. Requests granted expedited processing are 

placed in yet another track. Requests in each track are processed on a first in/first 

out basis. 
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q. National Security. The state or condition wherein the nation’s 

sovereignty and territorial integrity, the people’s well-being, core values, and way of 

life, and the State and its institutions, are protected and enhanced. 

 

r. Official Record/s. Shall refer 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. 

 

s. Open Data. Refers to publicly available data structured in a way that 

enables the data to be fully discoverable and usable by end users. 

 

t. Order of Battle. Pertains to the hierarchical organization, command 

structure, strength, disposition of forces, units, formations, and equipment of a 

military force.  

 

u. Partial Grant/Partial Denial of Information. When a government 

office is able to disclose only portions of the records in response to an FOI request.   

 

v. 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 statutory response time. 

 

w. Perfected Request. An FOI request, which reasonably describes the 

records sought and is made in accordance with the government office’s regulations. 

 

x. 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.  

 

y. Processed Request or Processed Appeal. Requests or appeals 

where the agency has completed its work and sent a final response to the requester. 
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z. Public Records. Shall include information required by laws, executive 

orders, rules, or regulations to be entered, kept, and made publicly available by a 

government office. 

 

aa. Public Service Contractor. Shall be defined as a private entity that 

has dealings, contracts, or transactions of whatever form or kind with the 

government or a government agency or office that utilizes public funds.   

 

bb. Personal Information. Shall refer to any information, whether 

recorded in a material form or not, from which the identify 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.  

 

cc. Received Request or Received Appeal. An FOI request or 

administrative appeal that an agency has received within a fiscal year. 

 

dd. Referral. When a government office locates a record that originated 

from, or is of primary interest to another agency, it will forward that record to the 

other agency to process the record and to provide the final determination directly to 

the requester. This process is called a “referral.” 

 

ee. Security Clearance. An administrative determination of eligibility for a 

particular individual from a security standpoint to access classified matter of a 

specific category. 

 

ff. Simple Request. An FOI request that an agency anticipates will 

involve either a small volume of material or material which can be processed 

relatively quickly. 
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Section 2-4 Promotion of Openness in Government 

 

1.  Duty to Publish Information. The AFP shall regularly publish, print, and 

disseminate at no cost to the public and in an accessible form, in conjunction with 

Republic Act 9485 (Anti-Red Tape Act of 2007), and through their website, timely, 

true, accurate, and updated key information including, but not limited to: 

 

a. A description of its mandate, structure, powers, functions, duties, and 

decision-making processes; 

b. A description of the frontline services it delivers and the procedure and 

length of time by which they may be availed of; 

c. The names of its key officials, their powers, functions and 

responsibilities, and their profiles; 

d. Work programs, development plans, investment plans, projects, 

performance targets and accomplishments, and budgets, revenue allotments and 

expenditures; 

e. Important rules and regulations, orders or decisions; 

f. Current and important databases and statistics that it generates; 

g. Bidding processes and requirements; and 

h. Mechanisms or procedures by which the public may participate in or 

otherwise influence the formulation of policy or the exercise of its powers. 

 

2.  Accessibility of Language and Form. The AFP shall endeavor to translate 

key information into the major Filipino languages and present them in popular form 

and means. 

 

3.  Keeping of Records. The AFP shall create and/or maintain in appropriate 

formats, accurate, and reasonably complete documentation or records, policies, 

transactions, decisions, resolutions, enactments, actions, procedures, operations, 

activities, communications and documents received or filed and the data generated 

or collected.  

 

4. Security of Classification. Memorandum Circular No. 78, series of 1964 

dated August 14, 1964 titled “Promulgating Rules Governing Security of Classified 
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Matter in Government Offices”, as amended by Memorandum Circular No. 196, 

series of 1968 dated July 19, 1968 shall remain effective with respect to requested 

information covered by the said circular. (Annex C) 

 

SECTION 2-5 Protection of Privacy 

 

1. While providing for access to information, the AFP shall afford full protection 

to a person’s right to privacy, as follows: 

 

a. The AFP shall ensure that personal information, including sensitive 

personal information, in its custody or under its control is disclosed only as permitted 

by existing laws; 

b. The AFP shall protect personal information, including sensitive 

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, COU, FDM, or any employee or official who has access, 

whether authorized or unauthorized, to personal information, including sensitive 

personal information, in the custody of the AFP, shall not disclose that information 

except as authorized by existing laws. 

 

Section 2-6 Limitations 

 

1. The right of access to information is without prejudice to the right of the AFP 

to deny such access due to the existence of the following: 

 

 a. The identity of the requesting party is fictitious or illegitimate based on 

the credentials provided by him/her; 

 b. Said request is prompted only by sheer idle curiosity; 

 c. Said request is being made with a plainly discernible ulterior motive 

such as harassment; 

 d. The purpose of the said request is contrary to law, morals, good 

customs or public policy, or the request is for a commercial purpose; and 
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 e. Said request will compromise national, operational, and personnel 

security. 

 

2. In all instances, basic security principles, common sense, and logical 

interpretation of existing laws, jurisprudence, rules, and regulations shall be applied. 

 

CHAPTER 3 

AFP FOI AUTHORITIES 

 

Section 3-1 FOI Receiving Officer 

 

1. FOI Receiving Officer (FRO). The AFP FRO shall be the Chief, Public Affairs 

Office, AFP (C, PAO AFP). The FRO can be contacted through the following: 

 

a. Address:  Public Affairs Office 

    GHQ Grandstand, De Jesus Avenue 

    Camp General Emilio Aguinaldo, Quezon City 

 

b. Contact numbers: 911-6001 local 6700 

    09177776034 / 09399908691 

 

c. E-mail address: paoafp@gmail.com 

 

2. Any changes to the foregoing contact information of the FRO shall be posted 

on the official AFP website at http://www.afp.mil.ph. 

 

3. The functions of the FRO are the following: 

 

a. Receive, on behalf of the AFP, all requests for information; 

b. Assess if the requesting party has clearly communicated its request, if 

the AFP can provide the information requested, or if the request is a repeat of a 

previous request from the same party; 

c. Evaluate FOI Requests against disclosure criteria and requirements 

(Chapter 5, Section 2); 
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d. Facilitate processing of all FOI Requests; 

e. Coordinate with the requesting party regarding all concerns related to 

the FOI Request; 

f. Monitor all FOI transactions, compile relevant statistical information, 

and prepare all relevant reports regarding the AFP’s implementation of FOI;  

g. Assist the FOI Decision Maker in evaluating all FOI requests; and 

h. Assist and inform the public with regard to the AFP’s implementation of 

FOI. 

 

4. Should an FOI Request be made through one of AFP line units, receiving 

units shall forward said request to PAO, AFP within one (1) day. 

 

Section 3-2 FOI Cognizant Office/Unit 

 

1.  FOI Cognizant Office/Unit (COU). The AFP COU shall be determined by the 

FRO based on the nature of the information requested. The COU shall provide 

assistance, recommendations, and advice to the FOI Decision Maker in all matters 

arising from the evaluated FOI Requests based on the criteria set forth in this 

document. 

 

2. As such, all AFP offices and units determined as COU shall designate their 

Chief, Administrative Officer as the FOI Action Officer (FAO). The FAO shall facilitate 

the processing of FOI Requests forwarded by the FRO. The full contact details of the 

COU’s FAO shall be submitted regularly to the FRO. In case of changes, the COU 

shall immediately provide updated contact details to the FRO. 

 

Section 3-3 FOI Decision Maker 

 

1. The FOI Decision Maker (FDM) shall be the Chief of Staff, AFP (CSAFP). In 

case of CSAFP’s absence or otherwise inability to act as FDM, the Vice Chief of 

Staff, AFP (VCSAFP) shall substitute on matters up to his level only. The FDM has 

the sole authority to approve or deny the release of the information requested based 

on the recommendations of the COU. 
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Section 3-4 Central Appeals and Review Committee 

 

1. There shall be a Central Appeals and Review Committee (CARC) composed 

of the following: 

 

Chairperson: 

 The Deputy Chief of Staff, AFP   

 

Members: 

Assistant Deputy Chief of Staff for Intelligence, AJ2 

Assistant Deputy Chief of Staff for Civil-Military Operations, AJ7 

Deputy Chief or Deputy Commander of the COU 

Judge Advocate General 

  

2. There shall be an FOI Appeals and Review Subcommittee (FARS) that will 

serve as secretariat to the CARC. It shall be composed of the Executive Officers 

from the Office of the Deputy Chief of Staff for Intelligence, the Office of the Deputy 

Chief of Staff for Civil-Military Operations, the COU, and the Office of the Judge 

Advocate General. The FARS shall be headed by the Executive Officer of OJ7. 

 

3. The FARS shall review all appeals made on denied FOI Requests and 

evaluate the information requested and the FDM’s decision. It shall then submit its 

recommendation to the CARC for final deliberation and approval. The CARC shall 

then submit its recommendation to CSAFP who shall either uphold or overturn the 

denial of the FOI Request. In case the CSAFP upholds the denial of the said 

request, the requesting party may file an appeal with the Office of the President, and 

may further pursue appropriate judicial action in accordance with the Rules of Court.  

 

CHAPTER 4 

CLASSIFICATION OF MILITARY DOCUMENTS 

 

1. All information, documents, and material, in any form or of any nature, by and 

for the AFP or under its jurisdiction or control, and which requires protection 
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necessary in the interest of national security, are classified as Top Secret, Secret, 

Confidential, Restricted, and Open and Available Document, as the case may be. 

 

 a. Top Secret. These are information, documents, or material within the 

purview of the AFP that requires the highest degree of protection. Unauthorized 

disclosure of such information will cause exceptionally grave political, economic, 

diplomatic or military damage to the nation. This category is reserved for the State’s 

closest secrets and shall be used with great reserve. The following are, among 

others,  considered TOP SECRET: 

 

  1) Information, documents, or materials that may lead to a definite 

break in diplomatic relations, armed attack against the Philippines or her allies, war, 

or other situations which may adversely affect the defense of the Philippines; and 

 

  2) Information, documents, or materials that may compromise 

military or defense plans, intelligence operations, political or economic projects, or 

scientific or technological developments vital to national defense. 

 

 b. Secret. These are information, documents, or material within the 

purview of the AFP whose unauthorized disclosure would endanger national security 

and could cause serious injury to the interest or prestige of the nation or any 

governmental authority, political policies, or plans of the government. Disclosure of 

such information will seriously prejudice government operations or would be of great 

advantage to a foreign nation. The following are, among others, considered 

SECRET: 

 

  1) Information, documents, or materials that may jeopardize the 

international relations of the Philippines; 

  2) Information, documents, or materials that may endanger the 

effectiveness of a program or governmental scheme or policy of vital importance to 

national defense; 

  3) Information, documents, or materials that may compromise 

defense plans or scientific or technological developments important to national 

defense; and 
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  4) Information, documents, or materials that may reveal important 

intelligence operations. 

 

 c. Confidential. These are information, documents, or materials within 

the purview of the AFP whose unauthorized disclosure would be prejudicial to the 

interest or prestige of the nation or any government activity, or would cause 

administrative embarrassment or unwarranted injury to an individual, or would be of 

advantage to a foreign nation. 

 

 d. Restricted. These are information, documents, or materials which 

require special protection other than that determined to be Top Secret, Secret or 

Confidential and whose publication or correspondence shall only be granted for 

official purposes only. 

 

 e. Open and Available Data. These are information, documents, or 

materials posted and publicly available in the AFP website, data.gov.ph, foi.gov.ph, 

or any other publicly available repository of information. 

 

CHAPTER 5 

AFP FOI PROCEDURE (Annex E) 

 

Section 5-1 Receipt of Request for Information 

 

1. The FOI Receiving Officer (FRO) shall receive the request for information 

from the requesting party and check its compliance with the following requirements: 

 

a. The request must be in writing and be accomplished using the 

prescribed FOI Request Form. (Annex F) The request form shall be made available 

at the Public Affairs Office, AFP and on the AFP website; 

b. Requesting party must make the request in person;  

c. The request shall contain the full name and contact information of the 

requesting party, as well as at least two (2) government-issued identification cards 

(IDs) with photograph and signature;  
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d. The request shall reasonably describe the information requested and 

purpose of the request for information; and 

e. The requesting party must also provide clearances from the National 

Bureau of Investigation (NBI), Philippine National Police (PNP), and from the 

Barangay where he/she resides. 

 

2. Requests through electronic mail (e-mail) will be accommodated, provided 

that the requesting party submits scanned copies of the accomplished and signed 

FOI Request, two (2) government-issued IDs, and clearances from NBI, PNP, and 

his/her barangay. Further, the requesting party will still be required to appear before 

the FRO in person to facilitate the security clearance and answer any clarifications 

regarding the purpose and/or content of the request. 

 

3. In case the requesting party is unable to make a written request because of 

illiteracy or disability, he or she may make an oral request which the FRO shall put in 

writing.  

 

4. 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, and 

signature of the public officer who received it. A copy shall be given to the requesting 

party. The FRO shall input the details of the request into the Request Tracking 

System and allocate a reference number.  

 

5. The AFP shall respond to requests within fifteen (15) working days following 

the date of receipt of the request. A working day is any day other than a Saturday, 

Sunday or a day that is declared a national public holiday in the Philippines. In 

computing for the period, Article 13 of the New Civil Code shall be observed. The 

date of receipt of the request will be either: 

 

a. The day on which the request was physically delivered to the FRO;  

b. The day on which requesting parties who have forwarded their request 

through e-mail have personally appeared to the FRO; or 
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c. If the AFP has asked the requesting party for further details to identify 

and locate the requested information, the date after which the necessary clarification 

was received.  

 

6. Should the requested information require further clarifications to identify or 

locate, then the 15 working days will commence on the day after the FRO has 

received the required clarification from the requesting party. 

 

7. The FRO shall make it clear to the requesting party that all information or 

documents released by the AFP through FOI shall not be shared or furnished to a 

third party without the appropriate request initiated by the former or clearance from 

the AFP. In case the same information will be used for another purpose, a new 

request shall be initiated informing the AFP of the new purpose. 

 

Section 5-2 Initial Evaluation of the FOI Request 

 

1. After receipt of the request for information, the FRO shall conduct an initial 

evaluation of the request and advise the requesting party whether or not the request 

shall be facilitated further by the AFP. Upon evaluation, the FRO can deny FOI 

requests based on any of the following grounds: 

 

a. The FOI Request form is incomplete; 

b. The information, documents, or material requested is already disclosed 

in the Official AFP Website, at data.gov.ph, or at any other publicly accessible 

repository of data;  

c. The information, documents, or material requested is not in the custody 

of the AFP; 

d. The information, documents, or material requested is substantially 

similar or identical to a previous request that has already been granted or denied by 

the AFP to the same requesting party; 

e. The requesting party intends to use the requested information or 

document in criminal, administrative, or civil proceedings; and 



AFP Vision 2028: A World-class Armed Forces, Source of National Pride 

23 
AFP Core Values: Honesty, Service, Patriotism 

f. The information, documents or material requested falls under any of 

the exceptions enshrined in the Constitution, existing law or jurisprudence, or is 

enumerated in the Inventory of Exceptions to E. O. No. 2, series of 2016 (Annex B). 

 
Section 5-3 Transmittal of the FOI Request to the COU 

 

1. The FRO shall transmit the endorsed request to the COU after it has passed 

initial evaluation. The FRO shall record the date, time, and name of the unit or office 

which received the request in a record book with the corresponding signature of 

acknowledgement of receipt of the request. 

 

2. The COU shall take all necessary steps to locate and retrieve the requested 

information for release to the requesting party. 

 

3. The COU shall communicate denial of the request to the FRO in the event 

that the requested information is not in its custody or if it falls under any of the 

exceptions enshrined in the Constitution, existing law or jurisprudence, or is CMI, as 

the case may be. 

 

4. If the COU determines that a record contains information of interest to another 

office, the FRO shall consult with the agency concerned whether said information 

may be disclosed before making any final determination.   

 

5. Should there be a need for clarification of the request or clearance of the 

requesting party, the FRO shall communicate notice of said extension to the 

requesting party. The 15-day working period for the processing of the request shall 

then be paused and shall recommence on the day that the required clarification is 

received from the requesting party. 

 

6. The COU shall forward the requested information and recommendation for the 

release of information to the FDM within 10 working days from receipt of the 

endorsed request from the FRO. 
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Section 5-4 Approval or Denial of the Issuance of FOI Request 

 

1. The CSAFP, as the Final Decision Maker (FDM), shall refer to the guidelines 

set forth in this Manual and the recommendations of the COU to determine whether 

or not to grant the FOI request. The FDM shall then inform the FRO of the action to 

be taken on said request. 

 

Section 5-5 Transmittal of the FOI Request to the Requestor 

 

1. Upon receipt of the requested information from the FDM, the FRO shall 

ensure that the information is complete. The FRO shall attach a cover/transmittal 

letter signed by the CSAFP or, in case of the CSAFP’s absence, the VCSAFP, and 

ensure that the same be transmitted to the requesting party within 15 working days 

upon receipt of the request for information. 

 

2. In case of approval, the FRO shall ensure that all records retrieved and 

considered for said request have been evaluated for possible exemptions prior to 

actual release. The FRO shall prepare the letter informing the requesting party within 

the prescribed period that the request was granted and be directed to pay the 

applicable fees, if any. 

 

3.  In case of denial of the request, whether wholly or partially, the FRO shall, 

within the prescribed period, notify the requesting party of the denial in writing. The 

notice shall clearly set forth the ground or grounds for denial and the circumstances 

on which the denial is based.  

 

Section 5-6 Notice for an Extension of Time 

 

1. If the information requested requires extensive search of office records and 

facilities, examination of voluminous records, the occurrence of fortuitous events, or 

other analogous cases, or the COU requires security clearance for the requesting 

party, the concerned AFP unit or office should inform the FRO. 
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2. The FRO shall inform the requesting party of the extension, setting forth the 

reasons for such extension. In no case shall the extension exceed twenty (20) 

working days in addition to the mandated fifteen (15) working days to act on the 

request, unless exceptional circumstances warrant a longer period. 

 

CHAPTER 6 

REMEDIES IN CASE OF DENIAL 

 

1. Administrative FOI Appeal to the AFP Central Appeals and Review 

Committee (CARC):  

 

a. A person whose request for information has been denied may file a 

written appeal with the AFP CARC within fifteen (15) days from notice of said denial. 

(Annex G) Failure to appeal after the 15-day period shall be deemed a waiver of the 

right to appeal.  

b. The AFP CARC shall decide on the said appeal within thirty (30) 

working days from the filing of said written appeal. Failure to decide within the 30-

day period shall be deemed a denial of the appeal. 

c. The denial of the FOI Request by the AFP CARC or the lapse of the 

period to respond to the request may be appealed further to the Office of the 

President under Administrative Order No. 22, series of 2011. 

 

2. Upon exhaustion of administrative FOI appeal remedies, the requesting party 

may file the appropriate judicial action in accordance with the Rules of Court. 

 

CHAPTER 7 

FOI REQUEST MONITORING 

 

1. In compliance with the provisions set forth in this Manual, the following shall 

be implemented: 

 

 a. The FRO shall establish a system to trace the status of all requests for 

information received, which may be paper-based, online, or both. 
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 b. The FRO shall submit quarterly and annual FOI reports to the Office of 

the President through its Presidential Communications Operations Office (PCOO; 

copy furnished: Office of the Deputy Chief of Staff for Civil-Military Operations, J7). 

These reports shall contain the number of requests for information, documents, or 

materials granted or denied, and days and hours spent in the processing of FOI 

Requests. 

CHAPTER 8 

AFP FOI DOCUMENT INVENTORY 

 

1. Every first quarter of the following year, the FRO, in coordination with the 

COUs, shall prepare an inventory of all information, documents, and materials in the 

custody of the COUs during the preceding year.  

 

CHAPTER 9 

FEES 

 

1. No Request Fee. The AFP shall not charge any fee for accepting requests for 

access to information. 

 

2. Reasonable Cost of Reproduction and Copying of the Information: The 

FRO shall immediately notify the requesting party in case there shall be a 

reproduction and copying fee in order to provide the information. An amount of TWO 

PESOS (PhP2.00) shall be the maximum copying fee per page. The schedule of 

fees shall be posted by the AFP at the FRO. 

 

3. Exemption from Fees: The AFP may exempt any requesting party from 

payment of fees should there be a valid reason provided justifying non-payment of 

the fees. 

 

CHAPTER 10 

UNDERTAKING 

 

1. The requesting party, upon receipt of the requested information or document, 

acknowledges the following: 
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a. The information or document requested shall not be used for any 

purpose other than what is indicated in the request form; 

b. The information or document shall not be used for any purpose that is 

contrary to law, public policy, public order, morals, or good customs; and 

c. The information or document shall not be reproduced for any 

commercial use. 

 

CHAPTER 11 

ADMINISTRATIVE LIABILITY 

 

1.  Non-compliance with FOI. Failure of the AFP military personnel to comply 

with the provisions of this Manual shall be governed by the Articles of War while 

failure of the same by the AFP civilian employee shall be a ground for the following 

administrative penalties: 

 

a.  1
st
 Offense - Reprimand; 

b.  2nd Offense – Suspension of one (1) day to thirty days;  

c. 3rd Offense – Suspension of one (1) month to six (6) months; and 

d.  4th Offense - Dismissal from the service.  

 

2.  Procedure. The Articles of War and other existing AFP Rules and 

Regulations shall be applicable for the military personnel while the Revised Rules on 

Administrative Cases in the Civil Service shall be applicable for the civilian personnel 

of the AFP in the disposition of administrative liability under this Manual. 

 

3.  Provisions 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. 

 

CHAPTER 12 

AFP FOI TRAININGS 
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1. The FRO, in coordination with OJ7, shall conduct executive briefings with the 

COUs, FDM, and CARC to apprise the key AFP FOI Authorities on their 

responsibilities under this Manual and to ensure that the process is correctly 

followed. Regular trainings for all AFP personnel shall also be conducted to raise 

awareness on their rights under the FOI, increase understanding of the principles 

and application of FOI, and familiarize them with the AFP FOI procedures. 

 

CHAPTER 13 

PERIODIC REVIEW 

 

1. This Manual shall be subject for review in July 2019 and every three (3) years 

thereafter or when necessary. 

CHAPTER 14 

FINAL PROVISIONS 

 

1. Funding of activities under this Manual shall be charged to the AFP’s regular 

budget. 

 

2. This Manual may be amended, revised or modified as necessary. 

 

3. This Manual shall be posted on the AFP official website and shall take effect 

upon filing with and publication of the Office of the National Administrative Register 

(ONAR). 

 
 

APPROVAL 

 

This AFP Freedom of Information Manual was signed and approved on __________ 

by: 

 

 

 
 
GEN CARLITO  G GALVEZ JR AFP 
Chief of Staff 
Armed Forces of the Philippines 
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OFFICE OF THE PRESIDENT 
OF THE PHILIPPINES 

MEMORANDUM CIRCULAR NO. 196 

AMENDING MEMORANDUM CIRCULAR 78 DATED 
AUGUST 14, 1964, ENTITLED “PROMULGATING RULES 
GOVERNING SECURITY OF CLASSIFIED MATTER IN 
GOVERNMENT OFFICES.” 

1. A new section, to be known as Section XII, is hereby 
inserted between Sections XI and XII of Memorandum 
Circular No. 78 dated August 14, 1964, providing security of 
classified matter in government offices, which reads as 
follows: 

“SECTION XII 

“COMMUNICATION SECURITY 

“57. Communication Security 

a. Definition – Communication Security is the protection 
resulting from the application of various measures which 
prevent or delay the enemy or unauthorized persons in 
gaining information through our communications. It includes 
Transmission, Cryptographic and Physical security. 

b. Rules governing Communication Security do not in 
themselves guarantee security, and they do not attempt to 
meet every conceivable situation. Communication Security 
rules are a means, not an end in themselves. 

c. Department Heads are responsible for the maintenance of 
communication security and for the promulgation of additional 



directive a may be necessary to insure proper communication 
security control within their jurisdiction. 

d. All communication personnel should have an appreciation 
of the basic principles of communication security since the 
neglect of a single aspect of communication security may 
result in compromise. 

“58. Communication Security Officer: 

a. A properly trained and cleared Communication Security 
Officer shall be appointed in every Department of the 
Government handling cryptographic communication. 

“59 Responsibilities/Duties of the Communication Security 
Officer: 

a. Responsible for the selection and training of cleared 
communication personnel to perform crypto duties. 

b. Responsible for the operations and maintenance of the 
cryptocenter. 

c. Conduct periodic inspection of the cryptocenter to ascertain 
that crypto materials are properly handled and accounted for 
and that all directives concerning crypto-operations are strictly 
observed. 

d. Designate a custodian for crypto-matepials, 

e. Publish an emergency destruction plan for classified 
materials. 

f. Recommend measures to improve transmission, 
cryptographic and physical security. 



g. Conduct investigation in case of less or compromise of 
crypto-materials in accordance with paragraph 36 above. 

“60. Transmission Security: 

a. Definition – Transmission Security is that component of 
communication security which results from all measures 
designed to protect transmission from interception, traffic 
analysis and imitative deception. 

b. Communication personnel shall select the means most 
appropriate to accomplish the delivery of message in 
accordance with the specified precedence and security 
requirements. 

c. All classified messages within the Government service 
which are transmitted electrically should be encoded, 
enciphered and/or encrypted. 

d. All classified messages sent by commercial means shall be 
encoded, enciphered and/or encrypted. 

e. No classified message shall be transmitted over a 
telephone system not equipped with security device. 

f. The transmission by visual means of a classified message 
in plain language shall be authorized only after careful 
consideration has been given to the necessity for sending in 
plain language and to the possibility of interception by 
unauthorized persons. 

g. Radio Operations shall adhere to the use of correct 
procedures, circuit discipline and authentication system as a 
security measures against traffic analysis, imitative deception 
and radio direction finding. 



“61. Cryptographic Security: 

a. Definition – Cryptographic Security is that component of 
communication security which results from the provisions of 
technically sound cryptosystem and their proper use. 

b. Message should scrutinized prior to encryption giving 
particular attention to the security classification, precedence, 
and to any special handling or routing precautions that may 
be necessary. 

c. Messages should be completely checked before 
transmission to insure that the operating instructions 
pertaining to the system used have been followed and that the 
encrypted text is decryptable. 

“62. Physical Security: 

a. Definition – Physical Security is that component of 
communication security which results from measures 
necessary to safeguard classified communication equipment 
and material from access thereto by unauthorized persons. 

b. Physical security measures include handling of classifies 
materials, i.e., storage, accounting and destruction.” 

2. Section XII of the same circular shall hereafter be known as 
Section XIII, and Item 57 as Item 63. 

By authority of the President: 
(SGD.) RAFAEL M. SALAS 

Executive Secretary 

Manila, July 19, 1968. 
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ANNEX E 

DETAILED FOI REQUEST PROCESS 
 

STEP I – PAO, AFP (FRO) Receives 
Request (1 Day) 

 

 Receive Request 

 Stamp received 

 Provide copy to requestor 

 Log details on FOI tracker 
 

 Initial evaluation 
o Completeness of request 
o Intent of request 
o Availability of the information 

 
 

If denied:  
     • Communicate denial to requesting party 
 

If it passed the evaluation: 
     • Forward to COU 

STEP II – Chief, Admin Division 
(COU) Clarifies, Locates, & Reviews 

FOI; Request Security Clearance 
(10 Days) 

 

 Cognizant Office/Unit (COU) receives 
endorsed request 

 Forward to OJ2 for security clearance, if 
necessary 

 Review request and prepare 
recommendations for the FDM on the 
approval or denial of the release of 
information to the requesting party 

 

Information NOT found:  
    • Communicate denial to requesting party 
through FRO 
 

Information located: 
    • Forward endorsed request, security 
clearance, and information requested to FDM 
 

If an extension of time is required: 
    • Communicate extension of time to the 

requesting party through the FRO 

STEP III – CSAFP (FDM) Approves or 
Denies Release of Information 

Requested 
(3 Days) 

 

 FDM shall refer to the guidelines set forth in 
the AFP FOI Manual and the 
recommendations provided by the COU in 
approving or denying the release of 
information requested 

 

Information approved:  
     • Communicate approval to the FRO for the 
release of information to the requesting party 
 

Information denied: 
    • Communicate denial through the FRO 

STEP IV – PAO, AFP (FRO) 
Communicates Response 

(1 Day) 
 

 FRO communicates response to the requesting 
party 

 Update FOI tracker and save response 
 

STEP V – Requesting Party Filed an 
Appeal with the TDCSAFP (CARC) 

(30 Days) 
 

 The requesting party may file an appeal with 
the CARC within 15 days from notice of 
denial of the FOI Request 

 Failure to appeal after the 15-day period 
shall be deemed a waiver of the right to 
appeal 

 The CARC, through its FOI Appeals and 
Review Subcommittee (FARS), shall review, 
evaluate, and recommend approval or denial 
of the appeal to CSAFP within 30 days 

 

Information approved:  
     • Communicate approval to the FRO  
 

Information denied: 
    • Communicate denial through the FRO 
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ANNEX F 

 FOI REQUEST FORM 

 

Terms of Use: The requested information or document provided shall not be used: (a) for any purpose other than what is 
stated in the “FOI Request Form”; (b) for any purpose that is contrary to law, public policy, public order, morals, or good 
customs; and (c) reproduced for any commercial use. Any violation to the said Terms of Use may subject the request ing 
party to legal actions and/or penalties as may be provided by law. 

 
Mga Tuntunin ng Paggamit: Anumang impormasyon o dokumentong ibinigay ay hindi maaring gagamitin: (a) para sa 
anumang layunin maliban sa kung ano ang nakasaad sa nilagdaang “FOI Request Form”; (b) para sa anumang layunin na 
salungat sa batas, pampublikong patakaran, pampublikong kaayusan, moralidad, o mabuting kaugalian; at (c) para sa 
anumang komersyal na paggamit. Anumang paglabag sa nasabing mga Tuntunin ng Paggamit ay may karampatang legal 
na aksyon at/o parusang naaayon sa batas. 

Name (Pangalan): 
 

Address (Tirahan): 
 

Contact No. (Mobile, Telephone, E-mail, & etc.): 
 

Office/School Address (Lokasyon ng Opisina O Eskwelahan): 
 

Age (Edad): 
 

Gender (Kasarian): 
 

Date of Request (Petsa ng Paghingi ng Impormasyon): 
 

Please state the documents or information you are looking for. (Pakilahad po ang dokumento o 
impormasyon na inyong hinahanap.)   
   
 

Please state the covered period of the said documents/information. (Pakilahad po ang 
panahong saklaw ng nasabing dokumento o impormasyon.)   
 
    

Please adequately describe your purpose for securing these documents / information. 
(Pakilarawan po ng malinaw ang inyong layunin sa paghingi ng nasabing dokumento o 
impormasyon.) 
 
 

Acknowledgment of Receipt of Document 
(Pagkilala ng Pagtanggapng Dokumento) 

 
Name (Pangalan): _____________________________ 
Date & Time (Petsa at Oras): ____________________ 
 
 
 

Lagda (Signature): ____________________________ 
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ANNEX G 

 

FOI APPEAL TEMPLATE 

 

[Date] 

 

Armed Forces of the Philippines 

 

Dear Sir/Ma’am, 

 

I submitted a request for information dated ___________ asking for 

_________________________________________. Attached is a copy of the said 

request (Tab A). 

 

On ___________, I received a notice (Tab B) denying the abovementioned request 

for the following reason: ______________________________________________. 

 

I would like to appeal this denial on the following ground/s: 

___________________________________________________________________

___________________________________________________________________

_______________. 

 

This appeal is being filed within fifteen (15) days from receipt of the notice of denial. 

 

Thank you. 

 

Respectfully, 

 

 

Requesting Party 
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ANNEX H 

FOI FLOW CHART 

 

 

REQUESTING 
PARTY 

Receives Request 

PAO, AFP 
(FOI Receiving Office) 

 

Evaluates Request Transmits Request 

FOI COGNIZANT 
OFFICE/UNIT 

Processes Request 
Requests Security Clearance 

(if needed) 

Requests Time Extension (if 

needed) 
CSAFP 

(FOI DECISION MAKER) 

APPROVES DENIES 

Release of 
Information 

/ Record 

Communicates 

Denial 
Appeal 

FOI RECEIVING 
OFFICER 

15 Working Days 

CSAFP 

EXO / CS of COU 

(Subcommittee) 

TDCSAFP 

(Committee) 

Review and evaluate 

appeal 

Recommend 
approval or denial 

of the appeal 

Approves or 

Denies the Appeal 

30 
Working 

Days 

FOI REQUEST 

CARC 

NOTE: 

  - - - number of working days 
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talner. boartn, eonaplouOUD cla •• ttication &arkin, •• 

(') Inu "'OE .... - Cl .... Uhel .ound rooor41ftl. 
aball 'e aarked on ~.d~7 0 •••• &ble portions w1th the a,propri
at. sark1n, •• pr.torabl, at tho bopu1., and at th .. endl wbe·ft 
_tore', tke oontalne .. ahall dtapla, .1milar earklnC.. When 
po .. lhl0 the 01e •• ltlcet10 •• ball be anao .... ' et tbe beclnniD, 
and o.d of raoor4ince. 

f. eh--,- !!HI, ... ~ftila.- Ol&8.itlod ohart., 
.. ,a aad drUin.. :G. .sl"r, , T ... leu.tion _rlela., uN ... 
the le,a.d. titl. bleok. o. a.ale 1a suoh 8 sanD.r that it 
.aa be •• produced on all oopi.. .... thorefroa. Such .1 ... i
tl.atio. ahal1 also bo pro.s..eDtl, -..ko' at th. top aad 
bottoa in oa.h lnatanoo and, 1f tbo doouaent 1. roll •• or 
tolde., OD the ba.k in a oloarl, viaible plaoo. 

,. eauaS• or '»fa,.. -The .a.irned ow.ill-
08tlo~ shall. ooneptououa ; ed on cluatUed ,roduta 
or .ub.tano •• 8Dd on thoir 40nta1nor., if po •• ibl~. If th. 
artlob 01" cont.! '.ner cannot be .. rlced or 1t it i.e ......... , to 
oonoo.l the al ... ·Uted ftaturft of' the _terial, written Dotlti
catlan of tho 01808itlcot10ft ehal1 be rural.had the rool,i.nta 
ot 8uoh produot. or aubat.noe •• 

h. U_1iMb:1tfiif.. - Vncleett1ed at •• 1.1 
ahoul' not b. ~ ~~ unl... it ia ••••• tial to 
oon •• ,.to a reolplent ot .ucb .. tartal that 1t baa b.~n exam1n.d 
apa.1tlc8111 with tho .1.& of 1.,ostn, • 018 •• 1'108t10n and th~t 
it ha. boen 40hr.ln.dto be unela.althel. 

1. !fSIEtal 'tf!,attatld f~.td, tbl I'."",op,. -Ihe. cla •• 1U.no .... on41 urn •• 0 aut or EO poreona 
out_ld. the Depart •• nt, th~ tollowing netation, in addition to 
tho a.,81,.e4 olaeeiUe.Uon _.rid .• ,., chall. bO plac.d on tho 
dooua.nt. on the material. on ita contalher, or, Wb.n •• lad10.ted 
ln 8ub-par_sraph 6 abovv. _rk1n, 1. lapractloable. on tbe written 
Dottfloatlon ot it. aBelcnod ola •• ttloat1oal 

"fhi. atvrlal containo iafoJ'llation 
affoctin, tho national •• ourit, 0' the fbilip. 
pin •• , the tran.~oloa or r ••• lation 01 wbioh 
1n an, aaDnor to unauthort... ,or.ofto 1a 
pwd..ahable wu!., the Rev1sed Penal Cu4 • .ad 
tho "pl~na .. Act CCA •• 616)." 
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OFFICE OF THE PRESIDENT 
OF THE PHILIPPINES 

MEMORANDUM CIRCULAR NO. 196 

AMENDING MEMORANDUM CIRCULAR 78 DATED 
AUGUST 14, 1964, ENTITLED “PROMULGATING RULES 
GOVERNING SECURITY OF CLASSIFIED MATTER IN 
GOVERNMENT OFFICES.” 

1. A new section, to be known as Section XII, is hereby 
inserted between Sections XI and XII of Memorandum 
Circular No. 78 dated August 14, 1964, providing security of 
classified matter in government offices, which reads as 
follows: 

“SECTION XII 

“COMMUNICATION SECURITY 

“57. Communication Security 

a. Definition – Communication Security is the protection 
resulting from the application of various measures which 
prevent or delay the enemy or unauthorized persons in 
gaining information through our communications. It includes 
Transmission, Cryptographic and Physical security. 

b. Rules governing Communication Security do not in 
themselves guarantee security, and they do not attempt to 
meet every conceivable situation. Communication Security 
rules are a means, not an end in themselves. 

c. Department Heads are responsible for the maintenance of 
communication security and for the promulgation of additional 



directive a may be necessary to insure proper communication 
security control within their jurisdiction. 

d. All communication personnel should have an appreciation 
of the basic principles of communication security since the 
neglect of a single aspect of communication security may 
result in compromise. 

“58. Communication Security Officer: 

a. A properly trained and cleared Communication Security 
Officer shall be appointed in every Department of the 
Government handling cryptographic communication. 

“59 Responsibilities/Duties of the Communication Security 
Officer: 

a. Responsible for the selection and training of cleared 
communication personnel to perform crypto duties. 

b. Responsible for the operations and maintenance of the 
cryptocenter. 

c. Conduct periodic inspection of the cryptocenter to ascertain 
that crypto materials are properly handled and accounted for 
and that all directives concerning crypto-operations are strictly 
observed. 

d. Designate a custodian for crypto-matepials, 

e. Publish an emergency destruction plan for classified 
materials. 

f. Recommend measures to improve transmission, 
cryptographic and physical security. 



g. Conduct investigation in case of less or compromise of 
crypto-materials in accordance with paragraph 36 above. 

“60. Transmission Security: 

a. Definition – Transmission Security is that component of 
communication security which results from all measures 
designed to protect transmission from interception, traffic 
analysis and imitative deception. 

b. Communication personnel shall select the means most 
appropriate to accomplish the delivery of message in 
accordance with the specified precedence and security 
requirements. 

c. All classified messages within the Government service 
which are transmitted electrically should be encoded, 
enciphered and/or encrypted. 

d. All classified messages sent by commercial means shall be 
encoded, enciphered and/or encrypted. 

e. No classified message shall be transmitted over a 
telephone system not equipped with security device. 

f. The transmission by visual means of a classified message 
in plain language shall be authorized only after careful 
consideration has been given to the necessity for sending in 
plain language and to the possibility of interception by 
unauthorized persons. 

g. Radio Operations shall adhere to the use of correct 
procedures, circuit discipline and authentication system as a 
security measures against traffic analysis, imitative deception 
and radio direction finding. 



“61. Cryptographic Security: 

a. Definition – Cryptographic Security is that component of 
communication security which results from the provisions of 
technically sound cryptosystem and their proper use. 

b. Message should scrutinized prior to encryption giving 
particular attention to the security classification, precedence, 
and to any special handling or routing precautions that may 
be necessary. 

c. Messages should be completely checked before 
transmission to insure that the operating instructions 
pertaining to the system used have been followed and that the 
encrypted text is decryptable. 

“62. Physical Security: 

a. Definition – Physical Security is that component of 
communication security which results from measures 
necessary to safeguard classified communication equipment 
and material from access thereto by unauthorized persons. 

b. Physical security measures include handling of classifies 
materials, i.e., storage, accounting and destruction.” 

2. Section XII of the same circular shall hereafter be known as 
Section XIII, and Item 57 as Item 63. 

By authority of the President: 
(SGD.) RAFAEL M. SALAS 

Executive Secretary 

Manila, July 19, 1968. 
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ANNEX E 

DETAILED FOI REQUEST PROCESS 
 

STEP I – PAO, AFP (FRO) Receives 
Request (1 Day) 

 

 Receive Request 

 Stamp received 

 Provide copy to requestor 

 Log details on FOI tracker 
 

 Initial evaluation 
o Completeness of request 
o Intent of request 
o Availability of the information 

 
 

If denied:  
     • Communicate denial to requesting party 
 

If it passed the evaluation: 
     • Forward to COU 

STEP II – Chief, Admin Division 
(COU) Clarifies, Locates, & Reviews 

FOI; Request Security Clearance 
(10 Days) 

 

 Cognizant Office/Unit (COU) receives 
endorsed request 

 Forward to OJ2 for security clearance, if 
necessary 

 Review request and prepare 
recommendations for the FDM on the 
approval or denial of the release of 
information to the requesting party 

 

Information NOT found:  
    • Communicate denial to requesting party 
through FRO 
 

Information located: 
    • Forward endorsed request, security 
clearance, and information requested to FDM 
 

If an extension of time is required: 
    • Communicate extension of time to the 

requesting party through the FRO 

STEP III – CSAFP (FDM) Approves or 
Denies Release of Information 

Requested 
(3 Days) 

 

 FDM shall refer to the guidelines set forth in 
the AFP FOI Manual and the 
recommendations provided by the COU in 
approving or denying the release of 
information requested 

 

Information approved:  
     • Communicate approval to the FRO for the 
release of information to the requesting party 
 

Information denied: 
    • Communicate denial through the FRO 

STEP IV – PAO, AFP (FRO) 
Communicates Response 

(1 Day) 
 

 FRO communicates response to the requesting 
party 

 Update FOI tracker and save response 
 

STEP V – Requesting Party Filed an 
Appeal with the TDCSAFP (CARC) 

(30 Days) 
 

 The requesting party may file an appeal with 
the CARC within 15 days from notice of 
denial of the FOI Request 

 Failure to appeal after the 15-day period 
shall be deemed a waiver of the right to 
appeal 

 The CARC, through its FOI Appeals and 
Review Subcommittee (FARS), shall review, 
evaluate, and recommend approval or denial 
of the appeal to CSAFP within 30 days 

 

Information approved:  
     • Communicate approval to the FRO  
 

Information denied: 
    • Communicate denial through the FRO 
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ANNEX F 

 FOI REQUEST FORM 

 

Terms of Use: The requested information or document provided shall not be used: (a) for any purpose other than what is 
stated in the “FOI Request Form”; (b) for any purpose that is contrary to law, public policy, public order, morals, or good 
customs; and (c) reproduced for any commercial use. Any violation to the said Terms of Use may subject the request ing 
party to legal actions and/or penalties as may be provided by law. 

 
Mga Tuntunin ng Paggamit: Anumang impormasyon o dokumentong ibinigay ay hindi maaring gagamitin: (a) para sa 
anumang layunin maliban sa kung ano ang nakasaad sa nilagdaang “FOI Request Form”; (b) para sa anumang layunin na 
salungat sa batas, pampublikong patakaran, pampublikong kaayusan, moralidad, o mabuting kaugalian; at (c) para sa 
anumang komersyal na paggamit. Anumang paglabag sa nasabing mga Tuntunin ng Paggamit ay may karampatang legal 
na aksyon at/o parusang naaayon sa batas. 

Name (Pangalan): 
 

Address (Tirahan): 
 

Contact No. (Mobile, Telephone, E-mail, & etc.): 
 

Office/School Address (Lokasyon ng Opisina O Eskwelahan): 
 

Age (Edad): 
 

Gender (Kasarian): 
 

Date of Request (Petsa ng Paghingi ng Impormasyon): 
 

Please state the documents or information you are looking for. (Pakilahad po ang dokumento o 
impormasyon na inyong hinahanap.)   
   
 

Please state the covered period of the said documents/information. (Pakilahad po ang 
panahong saklaw ng nasabing dokumento o impormasyon.)   
 
    

Please adequately describe your purpose for securing these documents / information. 
(Pakilarawan po ng malinaw ang inyong layunin sa paghingi ng nasabing dokumento o 
impormasyon.) 
 
 

Acknowledgment of Receipt of Document 
(Pagkilala ng Pagtanggapng Dokumento) 

 
Name (Pangalan): _____________________________ 
Date & Time (Petsa at Oras): ____________________ 
 
 
 

Lagda (Signature): ____________________________ 
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ANNEX G 

 

FOI APPEAL TEMPLATE 

 

[Date] 

 

Armed Forces of the Philippines 

 

Dear Sir/Ma’am, 

 

I submitted a request for information dated ___________ asking for 

_________________________________________. Attached is a copy of the said 

request (Tab A). 

 

On ___________, I received a notice (Tab B) denying the abovementioned request 

for the following reason: ______________________________________________. 

 

I would like to appeal this denial on the following ground/s: 

___________________________________________________________________

___________________________________________________________________

_______________. 

 

This appeal is being filed within fifteen (15) days from receipt of the notice of denial. 

 

Thank you. 

 

Respectfully, 

 

 

Requesting Party 



AFP Vision 2028: A World-class Armed Forces, Source of National Pride 

AFP Core Values: Honor, Service, Patriotism 

ANNEX H 

FOI FLOW CHART 

 

 

REQUESTING 
PARTY 

Receives Request 

PAO, AFP 
(FOI Receiving Office) 

 

Evaluates Request Transmits Request 

FOI COGNIZANT 
OFFICE/UNIT 

Processes Request 
Requests Security Clearance 

(if needed) 

Requests Time Extension (if 

needed) 
CSAFP 

(FOI DECISION MAKER) 

APPROVES DENIES 

Release of 
Information 

/ Record 

Communicates 

Denial 
Appeal 

FOI RECEIVING 
OFFICER 

15 Working Days 

CSAFP 

EXO / CS of COU 

(Subcommittee) 

TDCSAFP 

(Committee) 

Review and evaluate 

appeal 

Recommend 
approval or denial 

of the appeal 

Approves or 

Denies the Appeal 

30 
Working 

Days 

FOI REQUEST 

CARC 

NOTE: 

  - - - number of working days 
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