
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 



 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



  



 

  



 

  



 



 



 



 



 

  



 

  



 

 



ANNEX E 
 

NO WRONG DOOR POLICY  
FOI-MC NO. 21-05 

 
Section 4. Acceptance of request. – As a general rule, all fully compliant requests for 

information shall be accepted by the FOI Receiving Officer (FRO) and FOI Decision Maker 
(FDM). No request for information shall be denied or refused acceptance by a government 
office unless the reason for the request is contrary to the Constitution, pertinent laws, existing 
rules and regulations, or it is one of the exceptions provided under the Inventory of Exceptions.  
 
Section 5. Process of Referral. – When the requested information is not in the possession 

of a government agency (government agency no. 1 or GA1), but is available in another 
government agency (government agency no. 2 or GA2) under the Executive Branch, the 
request shall be immediately referred by GA1 to GA2 through the most expeditious manner 
but not exceeding three (3) working days from the receipt of the request. This shall be 
considered as the “First Referral” and a fresh period will apply.  

 
Referral to the appropriate government agency shall mean that another government office is 

the proper repository or custodian of the requested information or records, or have control 

over the said information or records. 

If GA1 fails to refer the request within three (3) working days upon its receipt, the FRO shall 
act on it within the remaining period to respond pursuant to EO No. 02, s. 2016. No fresh 
period shall apply.  
 
If GA1, in good faith, erroneously referred the request to GA2, the latter shall immediately 
notify the former as well as the requesting party, that the information requested is not available 
in their agency.  
 
GA2, to whom the request was referred under the First Referral may subsequently refer the 
request to another government agency (government agency no. 3 or GA3) under the 
procedure set forth in the first paragraph of this Section. This shall be considered as the 
“Second Referral” and another fresh period shall apply.  

 
Referrals under this Order shall only be limited to two (2) subsequent transfers of request. A 
written or email acknowledgement of the referral shall be made by the FRO of the government 
agency where it was referred.  
 
The requesting party shall be notified of the referral and must be provided with the reason or 

rationale thereof, and contact details of the government office where the request was referred. 

Section 7. Status of the Request. – A request that is referred to the appropriate government 
agency is considered successful if the same is acknowledged and the requested information 

is disclosed to the requestor.  
 
If GA3, after the second referral, still cannot provide the information requested, it shall deny 
the said request and shall properly notify the requesting party.  
 
In all phases of the referral, the requesting party shall be informed in writing, email, and/or 

through the eFOI of the status of his/her request. 
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NOTE: 

 

If GA1 fails to refer the request within three (3) working days upon its receipt, the FOI Receiving Officer 

(FRO) shall act on it within the remaining period to respond pursuant to EO No. 2, s. 2016. No fresh 

period shall apply. 
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