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STANDARD PROCEDURE
1. REQUESTS FOR INFORMATION MUST:

(@ Be in writing and be accomplished using the prescribed form;

() Provide the full name and contact information of the requesting party, including a valid
ID;

© Reasonably describe the information requested and the purpose or use of the requested
information.

i.  Manner of Making a Request: A request for information shall be made by delivering it
personally to the CWD office, by sending it by mail, or by sending it through electronic mail.

ii. Receipt of Request: A complete request for information shall be signed and stamped
received by the FRO. For email requests sent on a non-working day and during non-working
hours, receipt shall be at the start of the working hours of the next-working day. A
confirmation email shall then be sent to the requesting party.

For an email request to be considered received:
(1) It must be sent to c/o Ren Anthony G. Paderes Jr. (rpaderes.cwd@gmail.com); and
(2) An acknowledgement email must be sent to the requesting party within 1 working day.

2. PERIOD TO RESPOND:
The CWD office shall respond to the requesting party within fifteen (15) working days from the
date of receipt of the complete request for information, unless FOI MC No. 21-05 applies.

3. APPROVAL OF REQUEST:
Upon receipt of the requested information from the FDM, the FRO shall collate the information,
notify the requesting party, and direct the party to pay any applicable fees.

4. DENIAL OF REQUEST:
No request shall be denied by the FDM unless:
(1) the reason for the request is contrary to law or rules and regulations, or
(i1) the request falls under the exceptions provided by law.

5. REMEDIES IN CASE OF DENIAL:
In case of denial of a request for information, the requesting party may appeal to the Appellate
Authority. The appeal shall be in writing, and shall be filed within fifteen (15) working days from
the notice of denial or from the lapse of the period to respond to the request. The appeal shall be
decided within thirty (30) working days from receipt of the appeal.
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