
          Request Form  

 with requirements 

 

   

                                                                                                                                                                                 DENY (Notice of Denial) 

  

                  CLARIFICATION  

                                                                       REFERRAL (Notice of Referral) 

                                                                                                          ACCEPT            
                                                                      Transmit to FDM within 1 day from receipt                             
 

 

`                           

CLARIFICATION                        EXTENSION 
   Inform FRO of    Inform FRO of 

 request for clarification  request for extension 

 

          

  

        
                                          Transmit to FRO within 10 days 

                                                     from receipt from FRO the request  

                                                                     or clarification                                

 

 

     

      

 

  APPEAL                                                                                                   Transmit to the FOI Appeals Authority the appeal  

                                                                                                           together with the entire records (request, 

                                                                                                         attachments, decision) within 1 day  

             Resolution becomes FINAL after 15 days                      from receipt                

                from receipt of decision or upon the                                                           Transmit to FRO within 25                                             

 expiration of the period to submit                                                                days from receipt of 

                                 clarification                           the appeal from the FRO  

REQUESTING PARTY 

FOI RECEIVING OFFICER (FRO) 
- Receive and stamp the request  

-Tag with a reference number and record 

-provide requesting party with copy of the 

received request form with reference number 

- Initial Evaluation 

FOI DECISION MAKER (FDM) 

-evaluate the FOI Request 

 

  

 

 

INFORM REQUESTING PARTY 

Within 15 days from receipt 

 

 

 
FRO INFORMS 

REQUESTING PARTY 

RESOLUTION OF THE 

FDM 
within 15 days from receipt 

of FOI Request, unless 

there is clarification or 

extension, and gives him a 

copy thereof. 

FRO 

- Inform requesting party of the 

request for clarification within the 

mandated 15 working days 

-If no clarification is received from the 

requesting party after 60 calendar 

days, request shall be denied 

 

RESOLUTION OF FDM 
-APPROVE                                                                                                          

(Notice of Approval) 

-DENY 

(Notice of Denial) 

-PARTIALLY APPROVE 

(Notice of Partial Approval) 

 

 

  

 

FRO 

- Inform requesting party of extension  

- shall not exceed 20 working days on 

top of the mandated 15 working days, 

unless exception circumstances exist 

 
 

 

 

Requesting party provides FRO 

with the clarification 

 

FRO 
- Requesting party may file an appeal of 

the adverse or unfavorable action of 

the FDM with the concerned FRO within 

15 days from the receipt of the notice 

of denial/partial denial or from the 

lapse of the period to respond to the 

request for clarification. 

 

 

 

 

FOI APPEALS AUTHORITY (FAA) 
- shall be resolved within 25 working days 

from receipt of the appeal from the FRO 

- Failure to decide within 30 days from the 

filing of the appeal shall be deemed a 

denial of the appeal 

 

 

 The FRO will update the status of the 

request as CLOSED. 

 The FOI request and all accompanying 

documents shall be inventoried by the FRO 

concerned. 

FRO INFORMS REQUESTING PARTY THE 

DECISION OF THE FAA 
within 30 working days from filing of the 

appeal and gives him a copy thereof. 

 

 

REFER TO GOVERNMENT OFFICE 

WITH CUSTODY OF INFORMATION  
Within 3 days from receipt by the FRO 

BIR FOI Request Process Flowchart Annex "4"


