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| GENERAL HEADGUARTERS
ARMEI FORCES OF THE PH!LIPPINES HVG/ris/6011
Camp General Emmo Agumaldo Quezon City

OTAG!F’AO AFP 07 December 2023

STANDARD OPERATING PROCEDURE
NUMBER | 22

IMPLEMENTA'HQN OF THE FREEM OF INFQRMATIGN PROGRAM IN-
SRS THE ARMED FORCES ﬂF THE PHILIPP!NES

1. REFERE NCES

Execunve Order Number 02 dated 23 July 2016, entitied
“Gperatuonaiizmg m _the Executive Branch the People’s’ Constttutlﬁnal Raght fo
~Information and the Stz
Pubhc Semne and medmg Guidelines Therefor”;
b Py | Communications Gperaﬁans Office Memarandum
-_;-."__Clrcular Number 01 dated 11 Ncwembar 2016 mth subject Fresdom Of Infﬂrmatlan
-'.;.-_;pmgram ___,__,_.__.,__,.__ MK S e
# AFP Freedom ﬂf informatmn Manual dated 19 September 2318

L. CSAFP-approved SBF dated 10 Octﬁber 2023 ‘with: subject
._.._.:;-_._:_.;:._;;;:_:_:..i-TUpdatmg of AFP FGI Manual o o e :

z  PURPOSE:

ures to assist the Chlef

3 -:_::;-f-é;g(AFP) shall set form the pallcles and pmwdas detalled proced
S lementation of the FOI Prograrn enshrined in the
e '-__-:;}.'__:;__:_i:.-"f;Phlllpplne Canstttutlan and aparaﬁonallzed in the Execuﬂve rder (EG) Number {32

3 scePE '

The poiic:as and pmcedures herein appiy to the Jﬁint P&rsonal and

(JTFs), AFP-Wide sl.lpport and separate Units (AFPV

. 5'?35@_;;._?;;;_;_ _ BEFINITION oF TERHS

ate Policies to Full Public Dlsciasure and Transparency m the S

- This Standard Dperatmg Prooedure (S@F) on the implementatinn of
"-'.:;i-i%z-'-iﬂle Freedom of Information (FOl) Program in the Armed Forﬁes of the Philippines

f@-Spemal (JPS) Staff, ‘Maijor Serviaas Unified Cammands (UCs) Joint Task Fareesj:-,} 3
o € SUs) ﬂﬂda ny organization
i ur indi mdualslpemanaiih&s mvoived in the FGI Prog ram e

Gl o e rs — mfnrn}at[on and mateﬁals Gﬂt&QDHZEd by
-_ the responsnble alassrfymg auﬂlonty ba$ed on its importance. Classified military =~
el :;'31;:;j'finfonnaﬁon includes, but is not limited to all information and matenals that are wrthln'_;_' e

e the scope of nﬂﬁanal aperat:onal and persannel secunty se et e

ke :"'b Consuitatnon - ocours When 1he AFP Fﬁl REGEMHQ Offce
---’:-.-:';:1':3;F'_-i;.i;.;:ffrefers to the cngnlzant unit/office for their views on the 'dssclosablllty" ﬂf th& e

o 'f': .ﬁ{;-__5:;::_-5_25-_:-5?;:_{;—g;-equested lnformatlon hefnre any ﬁnal detenmnatlon is made

e f Comlﬂex . _. i
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AFP Vision: A Woﬂd—Cfass Armed Forces, Source of National Pride
SOP Nr 22, GHQ, AFP. atedﬂ?Decem #

C. Complax Roquest -an FOI request for voluminous information
that is not readily available and/or the pmcesﬂng of which requires the participation
of two or more umtslofﬁces

d. Disclosability - speaks of the requested documents’ avallablhty
for public consumptien A dncument is: disclosable if it has no access restrictions
based on law, existing rules and regulatluns or Inventory of Exceptions.

e. Exceptions — information that should not be released and
disclosed in response to an FOI request because they are protected by the
Constitution, laws, or junspmdenoe '-

f. Extraction - the process of separatmgf solating specific
information from a set of data -

g. Infomatlan - shall ‘mean any recards documents, papers,
reports, letters, contracts, mmutea and transcnpts of official meetings, maps, books,
photographs, data, research materials, fi Ims, sound and video recording, magnetic or
other tapes, electmmc data, computer-stored data; any other like or similar data or
materials recorded, stored; or archived i in whatever format, whether online or offline,
which are made, reeewed or kept in or under the cnnh‘ai and custody of any
government @fﬁce pursuant to law, executive order; ‘and rules and regulations or in
connection- m’m the : __-,.,j_'_'_'___;-_'_'{f_'ffanne of transacllon af afﬁc:lal business by any

| lnventa of Excaptions —a: d_ff ment issued by the Office of
the Presndenﬁ_ contammg a Iist lnformatmn mat l$ exempted fram being released to

the pubiic.

~FOI- Request - B wntten ruest slsbmntted to a government
office persanally, by emaﬂ or via eFl_l
concerning that agency An Fil r@gu&st can be made by any ‘Filipino to any
- gavernmentoﬁice S e R R R e

| FQ_[ -J':"_:Q'_'_Mr(s) any nﬁieer or emnlayee who has authority or
des:gnatmn to prsa?;}Fm requests, - R

Fel ':'cmiiiemod Unitmfﬂc:e - umt ap bfﬁcé that has jurisdiction
nr whar'-ebyfe.'thairequ”f_'___;_;ed dat:umnt originates or

_:..;.-_f.-_-fan the mfonnauon being
s stared % Te

| Gnsmaive o Haxlmum Dlsalosure ~ pursuant tn S_ethn 28; Article Il of the
-;j};'__“.':_.fi'f'1987 Cc:r:sti’tutv::u'ii th& S_,j"ﬁf adapts and implements a poﬁj}; ‘fﬁi&_—-ﬁf full public disclosure
el all itS transactions - mva!ving public interest, subjﬁ___f_'jf_ff_'_ to reasenab!e conditions

- prescribed by law. No request shall be denied or refused ptance unless the

" prescribed _acce
reason for the request is mntrary to law, exrstmg rules and regulahons or it is one of
-the exceptlons contalned in the Inventory of Exce;:tmns |

._ Natimal Sacufﬁf - tha state or cmnd:tmn wherein: the nation’s

Y, i:eopie's well-bemg, ggre values ﬂnd way of life,

Qfﬁ(:iﬁ:
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AFP. Vision: A World-Class Armed Forces, Source of National Pride
&.OF NI 22, G’-iQ AFI—‘ deted 07 December 2023, cont'n:

n. Offielal ‘Record - 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.

0. National Security — the state or condition wherein the natlen S

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

and the State and its lra_etjtut:en are protected and enhanced.

p. Partial Grant/Partial Denial — when a government office is able
to disclose only portions of the records in response to an FOI request.

q. Personal Information — refers to any information, whether

recorded in a material form or not, from which the identity of an individual is apparent

or can be reeeenebly or dlrectly ascertained by the entity holding the information, or

when put together: with other mfennatlen would directly and certamly identify an -

individual.

' r. Proactive Disclosure — information made publicly available by

government egenelee wrtheut weltlng for a specific FOlI request. Government |

agencies now peet on their: websu’ea a vast amount of material conceming their
functions, mission;, orgamzetren end financial performance.

S. Public . Records - include information required by laws,

executive orders, rules or regulatlene to be entered, kept, and made publicly
available by a government efﬁce :

t. Redaction ~ the process ef eneunng that sensitive information
contained in-an- ethermse dlscleseble infermatren is rendered unreadable before
disclosure. .

u Referral — the act of transferring a request to an agency with
primary interest or has jHl‘ISdlC‘tiOn en the information beﬁng requested

V. seneithre Persenal Information — as defined in the Data

Privacy Act of 2012 persenal mfermatien shell refer to:

1) An mdmdual’e race, -ethnic origin, ‘marital -status, age,

color, and religious, phlleeephleel or political afﬁhetlene
~.2) - Anindividual's health, education, genetic or sexual life, or

any proceedings for any eﬁense committed or alleged to heve committed, disposal of

such preceedmgs or eentenee of any court in such preeeedmge
3) “An individual's ‘government-issued peculiar information

that includes, but not. Irrnrted to, social eecunty numbers, previous or current health
records, Ilcensee orits demels euspensuen or revocation, and tax returns; and

4) Spec:f ically established by an executive order or an act df

Congress to be keet cleselﬁed

w. Slmple Requeet — an FOI request for information that are
readily available or can be processed relatively quickly, not voluminous, and do not
require the pertlelpatlen of two or more units/offices.

/8. POLICIES . . .
Pege 3 of 9 pages
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AFP Vision: A World-Class Am:ed Forces, Source of National Pride
SOP Nr 22, GHi '_.__AFPd ed 07 _Decernber 2023, contn:

5. POLICIES:

The following shall be strictly followed in the implementation of the FOI |

Program:

a. Every Filipino shall have access to information, efﬁclal records,
publlc records, and documents and papers pertaining to official acts, transactions or
decisions, as well as to government research data used as basis for policy
development. -

b. There shall be a legal presumption in favor of access to
information, public records, and official records. No requeet for information shall be
denied unless it clearly falls under any of the exceptions listed in the inventory or

updated Inventory of Exceptlens clrculanzed by the Office of the President.

& The AFP shall ragulaﬂy publish, print; and disseminate at no
cost to the public and in an accessible form, in conjunction with Republic Act (RA)
Nr- 9485 (Antl-Red Tape Act of 2007), and through their website a timely, true,
accurate, and updated key mfermatren inaludmg, but net llmlted to:

' 1) Deacriptlon ef rl:s mandate structure powers, functions,
duties, and declsmn-makrng processes; -

2). - Description of the frantlme sewieea it delivers and the
procedure and Iength of tlme by which they may. be avarled of;

"3) The names ef its key ofﬁcrale thelr powers, functions and

responsibilities, ant:I their prefiles

“4)  ‘Work: programs develepment plane investment plans,
- projects, perfarmanee targete and aecpmphshmenta and budgets, revenue
-aIIptments and expand:turee, Bl
5) Impprtant rules and regulations;: eraere or decisions;
6) Current and impertarit dafabases and statistics that it

generates; |
7 Bidd;ng processes and requirements; and

8) - Mechanisms or procedures by which the public may
parucipate in or otherwise influence the formulation of policy or the exercise of its

powers.

d. The AFP shall endeavor to translate key information into the
major Filipino Ianguagea and present them in popular form and means.

e. The AFP sha[l create and/or maintain in appropriate formats,
accurate and reasenably complete deeumentatren or records, policies, transactions,
decisions, resolutions, enactments, actions, procedurea operations, activities,
communications - and documents - repelved or filed, and the data generated or

collected.

f. Memorandum: Circular Nr 78 dated 14 August 1964, titied
"Promulgating Rules Gavemlng Security of Classrﬁed Matter in Government Offices”,
as amended by Memorandum- Circular Nr. 196 dated 19 July 1968 shall remaini

effective with reapect to requeeted information covered by the said circular.

1g. While . ..
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AFP Vision: A: Wt.':n;d-{_",fase Armad Forces, Source of National Pride
CP Nr 22, GHQ, ﬁb.!-r?-" ﬁated B? December 2{)23 cnnt n:

m

g. Whtle pravrdsng for amess to mfnnnatmn the AFP shall afford
full protection to a person’s right to pnvacy in accordance with the Data Privacy Act
of 2012. Moreover, the AFP shall, under Freedom of Information Circular Nr 21-03,
retain personal information and sensitive _personal information gathered through the
FOI Program for a period of two (2) years after the transaction has been closed.
Furthermore, the AFP 'shall, under FOI Memorandum Circular Nr 21-04, ensure that
access to the :dentlty of the persnns rnakmg FOI requests be reserved to FOI

officers and for the. purpose of the pmgram only.

" h. Best prac:tlces such as redaction and extraction can be used to
balance the disclosure of information- wlth the protection’ of persnnal information
when a docurnent will be dlsclased -

i.  In compliance with the Anti-Torture Act (RA 9745) and

Anii-Enforced Dlsappearanoe Act (RA 10353) the AFP shall ‘make available an
Official Up-thate Registry af Aﬂ F'ersons Betained or Conﬁned as well as
information on the status of a r_e""f orted victim and

freely accessed by all Pﬂrsons w:mmmate tntaresté

6. PROOEBURES

a. FDI foif:ars The AFP shall desrgnate the follomng FOI ofﬁuers
who will ensure campllance ta the F.I Program e

1) F@I Gh_at_npson and Qhalrperson of the AFP Central
Appeais and Review Cornmrttee (CC) Chlef af Staﬂ’ AFP (GSAFP)

2)  FOI Dec
(VCSAFP) for requests: mnc&emmg ‘the AFPV

VSSUSs,

b) The Deputy Chief of Staff, AFF DCSAFP) for reque:sts concerning the JPS
Staff; and c) Ma_jar Semca and .?ff,mﬂed Cﬁmmand Gnmmanders for requests

wnceming their respective oammands

3)  FOI Recemng Gﬁ'cer cmef Public Affatrs Office (PAO),
AFP. | g

) FGI Action Officers nf Coneemed Unutsf@fﬁces Executive

Ofﬁcers!Deputy Commandersfhssmtant Chlefs

b. 3‘_--_;-=-5.|=m CARG composltmn. '

ffChalmﬁmn _:__'.':__;"" CSAFP £

; Vloe-Charrperson = Deputy Chief nf Staﬁ for !nteﬂlgenee
% ¥ J2 AFP L

; Members Pl e GOU Actlon lﬂi_qer
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SOP Nr 22, GHQ, AFP dated 07 December 2023, cont'n;

— The Judge Advocate General
(TJAG), AFP

— Deputy Chief of Staff for Civil-Military
Operations (CMO), J7, AFP

— Chief, PAO, AFP

C. Filing of the FOI Request: All Filipinos may file a request either
through personal appearance to the AFP FOI Receiving Office, email, or through the
eFOI (www.foi.gov.ph) portal. All requests must be in writing, shall state the name
and contact information of the requesting party as well as provide a valid proof of
identification or authorization and shall reasonably describe the information

requested and the reason for, or purpose of, the request for information. A request

form (Enclosure B) may be used for standard paper-based or emailed requests.
Requests can be filed to:

AFP FOI Receiving Officer/Chief; Public Affairs Office
F.P. Cruz cor Crame Avenue, -(;_'arhﬁz.ieénbral Emilio Aguinaldo

Quezon City, Philippines 1110
Email: paoafp@gmail.com
Hotline: 09177776031

d.  Duration of Requests: The AFP must respond to requests
promptly within 15 working days for simple requests, excluding Saturdays, Sundays,

and non-working ‘holidays. An" extension of :"Ei_'t_:iditié_hfal-r-’-'-."_:.’"U"f?'day's' may be given for

complicated requests.

e.  Role of FOI Receiving Officer (FRO): The FRO shall receive

the request and evaliQatei' ltsvalidrtyTherequeamay be denied outright if:

1) The request is not made under the EO Nr 02, s-2016;

2)  The request comes with incomplete requirements;

3)  The information sought are not within the custody of or

concerning the AFP: e e | |

ki 4) The request is not frontline service as referred to in the

Anti-Red Tape Act; et | |
5) Upon coordination with the concemed unit/office, the

r the Inventory of Exceptions (Enclosure C).

information Is covered under the Inventory of Excepti
6)  Therequestis vexatious;

7)  The request has been preemptively disclosed or has

- . 8)  Therequestis a complaint;
9) The requesting party intends to use the requested
information or document in criminal, administrative, or civil proceedings;
' . 10)  The request is a request for personal information, except

for those allowed under National Privacy Commission Advisory Nr 2017-02 or

Access to Personal Data Sheets of Govemment Personnel;and ~
1) There is no unreasonable subsequent identical or

[The FRO . . .

Bl s e e e
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. Af—P Vraren A Weﬂd—Cfaea Amred Forces, Source of Nattenet Pride
SOP Nr 22, (:H_ AFP.;__dated _or_neoember 2023. cont'n:

The FRO upon determining the validity of the request, shall
provide an acknewledgement to the requesting party containing the date of receipt of
the requeet the date ef issuance of the | response and the status of the request

After receiving the request the FRO shall transmit the eame te

the concerned .unit/office for recording and proper action within one (1) day from
reeelpt The FRO shall recerd the date time and name ef the coneerned unltfeﬂ” ice

eignature of acknewledgement of reeeipt of the. request

;; . f Role of the Concerned Unit/Office Action Officer: The
concerned unit/office’ Actron Officer ehali then exhaust all efferts to locate, retrieve,
cempste and package (Cemptete Staff Werk) and prevrde a recommendation on the

mfermatren is eompiete end cenforms wuth the requurements in the request. This
process ehall not exceex erght (8) days from receipt of the request. An extension of
not more than 20 days may be requested for complex requests. The concerned
unit/office Action Officer shall hand-earry the FOI request te the FDM for exped:ted
and prompt actron g

Recommendation to deny the request. ehall include a reasenable
| explaeaf:ren emng spemﬁc prevrsuens and eourees A -

g. Rela ef FDMa, The FDMs shall assess the requeet and
communicate thelr deelsiene to the concemed unitiofﬁce upon receipt. This process
“shaﬂ not exceed rnere ﬁtan three (3) days.

h. Transmitl:al of the Decision to the FRO: When approved, the
concerned unit/office shall submit the requested ‘documents or the explanation in
case of denial to the FRO within one (1) day from receipt of the decleien from the

FDM

i. Transmlttal of the Decision to the Requesting Farty Upen
receipt -of the requf_f stec tnformatren or explanatlen of denial, the FRO shall
communicate the same to the requeshng party. The FRO shall attach a
_-cover!h'anemlttat Ietter eagned by the FRG and ensure the tranemrttal of such within
15 working days upen receipt ef the request The transmrttal shall etate that the
mfermatten received shall not be used other than what is md:cated in the request

| forrn any pu__""i‘_sje thet re eentrary te taw pubhe pehcy, pubilc erder morals, or goed .

j' Roqueet for an Extensien of Tlme The FRG eeneemed
-._funltfeft' c:e er FIM may ask fer art exteneien of time upen determinatron ef the

'-_;:_-:__;ana!egeus casee 'j'j_;':he FR@ ehalt mferm the requeetlng party ef the extenelen settlng

~forth the reasons for such extensmn in writing. In no case shall the extension

~ exceed 20 werklng days on tep of the mandated 15 werklng ﬂays to act on the
requeet untess exceptlenal circumetancee warrant a tenger pened

/k. ~ Awaiting . ..
Im'age 7 ef 9 pagee
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AFP V:smn A War!d—Cfass Anned Forces, Swr::e of National Pride

SOP Nr 22, GHQ; AFP_dated__"?'_;'_"_”'_f"_ef 2023 _cont’___ :

k. Awaitlny Clarlﬂaaﬂon Should the  requested information
require further details to conclude resolution, the FRO shall advise the requesting
party and request for addltlona! mforrnahan needed to clarrfy the FOI request. The
15-working day period will pause until such time that the clarification has been given
by the requesting party. If no clarification is received from the requesting party after
60 calendar days, the request shall be deemed as “closed”, and no further action is

needed on the part of the AFP.

L Remedies in Case of Denial: A person whose request for
access to information has been denied may file for an appeal using the prescribed
form (Enclosure D) to the AFP FOI CARC through the FRO within 15 calendar days

from the notice of denial or from the lapse of the period to respond to the request.

The appeal shall be decided by the CARC within 30 working days from the filing of
the said appeal.

ikl Upon exhaustion of the FOI appeal remedies, the requesting
party may ﬁle the appropnate judiclal actlon in accordance with the Rules of Court.

m. Tracklng Systam- The FRO, concemned unit/office, and FDMs
shall establish a recording and. traekmg system, which is: maintained to monitor the

status: of all FOI requests using the prescnbed Gamputer-based format or similar |

open and accessible formats.

n. Fees: The: AFP shall not charge any fea for accepting request
for access to :nfannatlon | _ |

o. Reasmabia‘ﬁ"f?:::;.':'f_“'.:._'_'1: of R

mdwﬁm, Gapylng, and/or Delivery
f the requesting

oarty. through e PR 1 6ase s o & ropm
costs. Should theére be'a vahd mason ta do S0, ‘these':
concerned umt(ofﬁce 4 RS

may be waived by the

p. Admlrtistraﬂvo Liabillty Failure to. camply with the provisions

of this SOF' shaﬂ be grouﬁd for the fellowmg admums __'___:_'_;}_:_ penames
Flrst (1 Offense _' LT Repnmand
'__"'jnd (2“‘-‘) Offense =~ - Suapenslon of one (1) day to
oo S ~30days
Th:rd (3“’) j - Blsmlssal fram the service

(Civ HRs) Whll& the ;;_""_"-_f_
to mmtary persunnel

g ‘l'ralnlng ;__;f._;_fa-:-;:-_iﬂioe af the Deputy Chtef of Staff (GDCS) for
-CMO; J? (OJ?) :n coordination with the FR. shall canduct execﬂi’ ive briefings to
~ apprise key AFP FOI officers on their respo
- that the process is correctly followed.
~also be conductec

nsibilities und

'"ffu&lan "pylng, ‘and/or delivery

__ R&QU]ar traimngs far all AFP. personnel shai!? i
_to raise awareness on their rights under the FOI, increase

der this SOP and to ensure

"understandmg of the pnncnples and appl:cahon nf F@l and famllianze them with the

- AFPFOI pracedures _ =
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