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GLOSSARY 
 

Information  
  

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. (EO No. 
2 series of 2016) 
 

Confidential Information  
 

Information protected by the Constitution, laws, 
rules and regulations, or jurisprudence from 
unauthorized disclosure to the public  
 

Personal Information  Any information, whether recorded in a material form 
or not, from which the identity 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. (Data 
Privacy Act of 2012, RA No. 10173) 
 

Sensitive Personal Information  
 

Refers to personal information: a) about an 
individual race, ethnic origin, marital status, age, 
color, and religious philosophical or political 
affiliations; b) about an individual 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; c) 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 d) 
specifically established by an executive order or an 
act of Congress to be kept classified. (Data Privacy 
Act of 2012, RA No. 10173) 
 

Public Record  
  
 

Information required by laws, executive orders, 
rules, or regulations to be entered, kept and made 
publicly available by a government office. (EO No. 2 
series of 2016) 
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Official Record 
  
 

Information produced or received by an employee 
in an official capacity or pursuant to a function or 
duty (EO No. 2 series of 2016) 
 

Requesting Party  
 

Person or entity that makes a written request to 
access information from the Bank  
 

Vexatious FOI Request A request is considered vexatious if it is frivolous, 
malicious, made in bad faith, intends to harass, 
vilify or embarrass, or if it poses an actual or 
imminent danger to the office, its officials or 
employees (FOI MC No. 5 series of 2020) 
 

FOI Receiving Officer (FRO) Administrative Officer as the Bank  authorized/ 
designated to accept/ receive written requests for 
information; authorized to have access to eFOI 
portal  
  

Receiving Unit Unit of the Bank which receives the request for 
access to information  

 
Responding Unit   Unit of the Bank in custody/possession of the 

information and responds to the request for access 
to such information  
 

FOI Decision Maker (FDM) Head of responding unit; authorized to have 
access to eFOI portal  

Central Appeals and Review 
Committee (CARC) 

Composed of the Management Committee 
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CHAPTER 1 

  
OVERVIEW 

 
 
A. PURPOSE AND SCOPE 

 
1. The Constitution guarantees the right of the people to information on matters 

of public concern pursuant to Section 7, Article III. It is further provides under 
Section 28, Article II that the State adopts and implements a policy of full 
disclosure of all its transactions involving public interest, subject to reasonable 
conditions prescribed by law.    

 
2. The Constitution incorporates this right as recognition of the fundamental role 

of free and open exchange of information in a democracy, meant to enhance 
transparency and accountability in government official acts, transactions or 
decisions. 

 
3. The Data Privacy Act of 2012 (R.A. 10173), including its Implementing Rules 

and Regulations, strengthens the fundamental right of privacy and of 
communication while ensuring the free flow of information to promote 
innovation and growth. 

 
4. In recognition of the urgent need to operationalize these Constitutional 

provisions, Malacañang Executive Order (EO) No. 02 series of 2016 re 
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, was issued on July 
23, 2016. 

 
5. This Manual is issued in compliance with EO No. 02 series of 2016 to ensure 

full support on the transparency, disclosure, and accountability in government 
official acts, transactions, and decisions without compromising the credibility 
and reputation as well as public confidence in the Bank. The Bank also 
warrants the protection of its privacy and that of its stakeholders in accordance 
with the Constitution, laws, rules and regulations.  

 
6. All requests for information given to the Bank by the requesting parties shall 

be covered in this Manual except for requests for information: 
 

a. By clients/customers/investors of the Bank on matters relevant and   
material to their accounts and investments;  

 
b. By persons or entities with contracts or dealings with the Bank on 

information that they are legally entitled to have access to; and  
 
c. By the public on information made known to them and other  matters 

relevant thereto (e.g., products and services).  
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B. GENERAL GUIDELINES 
 

1. Every Filipino shall have access to information, official 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. 

 
2. Access to information shall be denied when the information falls under any of 

the exceptions enshrined in the Constitution, existing laws or jurisprudence.  
 

3. An Inventory of Exceptions to the Right to Access of Information is circularized 
for the guidance of all government offices and instrumentalities covered by EO 
No. 2 series of 2016 and the general public. This inventory of exceptions are 
periodically updated to properly reflect any changes in the existing law and 
jurisprudence (Annex 1.1) 

 
4. All personal and sensitive personal information of the requesting parties 

obtained by the Bank, through the FRO, as a requirement in the submission 
of a request thru personal visit to the Bank, via email or the Electronic FOI 
(eFOI) Portal, shall be subjected to the existing rules and regulations of RA 
10173 or the Data Privacy Act of 2012. 

 
5. FRO and FDM who have access to personal information in the eFOI portal 

shall advise the requesting parties to refrain from uploading or posting any ID, 
personal information, or sensitive personal information in the individual 
request page in the eFOI.  They shall exercise reasonable diligence in 
protecting personal information disclosed in the FOI Request Form and in the 
against leaks, exposure or unwarranted disclosure which would unduly expose 
the requesting party to vilification, harassment, or any other wrongful act. 

 
6. A request fully compliant with the requirements of the FOI Request Form and 

valid identification or authorization shall be responded as soon as practicable 
but not exceeding fifteen  (15) working days from the date of receipt.   

 
7. Prior to the release of redacted government information, official records and 

public records, the requesting party shall sign a written undertaking that he or 
she shall not share nor disclose the information obtained through FOI Program 
to any other person or entity, or use the information obtained in a manner that 
is not in accordance with the purpose stated in the request. 

 
8. The period to respond may be extended whenever the information requested 

requires extensive search of Bank's records facilities, examination of 
voluminous records, the occurrence of fortuitous events or other analogous 
cases. In no case shall the extension go beyond twenty (20) working days 
counted from the end of the original period, unless exceptional circumstances 
warrant a longer period. 

 
9. Request for information not in the possession of the Bank shall be referred to 

the concerned government agency under the Executive Branch within three 
(3) working days from the receipt of the request. The requesting party shall be 
notified of the referral and provide with the reason or rationale thereof, and 
contact details of the government office where the request was referred. The 
No Wrong Door Policy Flowchart, as attachment to FOI Memorandum Circular 
No. 21-05,  is shown in Annex 1.2. 
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10. Requests for information  shall be at no cost to the requesting party. However, 
reasonable cost of reproduction shall be charged which should be the actual 
amount spent by the Bank in providing the information to the requesting party. 
The FDM shall determine the actual cost to be billed to the requesting party.  

 
11. Denial of any request for information may be appealed to the Bank's  CARC 

within fifteen (15) working days upon receipt of denial or lapse of the period 
within which the FRO should have notified the requesting party of the denial 
of the request. The appeal shall be decided by CARC within thirty (30) working 
days from filing of said written appeal. Failure of CARC to decide within the 
afore-stated period shall be deemed a denial of the appeal. The requesting 
party may file the appropriate judicial action in accordance with the Rules of 
Court. 

 
12. Personal and sensitive information disclosed in FOI Request Form by the 

requesting party shall be retained for two (2) years after the transaction has 
been closed whether successful or denied. Disposition of these information 
shall be thru redaction, shredding or permanent deletion of digital information, 
whichever is applicable. For the eFOI portal, the 2-year retention period shall 
be counted from the last login of the requesting party. 
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CHAPTER 2 
 

FILING AND PROCESSING OF REQUEST 
 

 
C. SPECIFIC GUIDELINES/ PROCEDURES 
 

1. The requesting party shall submit a written request stating the name, contact 
information, reasonably describe the information requested, and the reason 
for, or purpose of, the request for information and/ or accomplish FOI Request 
Form (Exhibit 2.1, also available on the Bank's website) thru any of the 
following: 

 
a. Email to the FRO, any Bank unit/employee, and OFBank and LBP-

Customer Care 
 
b. Delivered personally to OFBank Center 
 
c. Mail at the Bank's address 
 
d. Access to eFOI portal 

 
2. The requesting party shall also provide valid proof of his/ her identification 

through the submission of at least one (1) photo-bearing Identification 
Document (ID, Annex 2.1). 

 
3. Receiving unit shall: 
 

a. Forward the written request to FRO if requested information is not 
under its custody/ possession; or 

b. Inform the FRO and furnish copy of the written request if requested 
information is under its custody/ possession. 

 
If the FDM is aware and determines that requested information has been the 
subject of a previous and substantially similar or identical request from the 
same requesting party, the request shall be denied immediately (Exhibit 2.2). 
The FRO must be informed and furnished copies of the denial and written 
request/FOI Request Form. 

 
4. In case of request via a representative, the FRO/FDM shall:  
 

a. Require submission of an authorization letter from the requesting party 
and presentation of at least one (1) original valid photo-bearing ID of 
both the requesting party and his/ her representative. 

 
b. Immediately refuse to accept the request if the requirements under 

item C.1 are not included in the authorization letter.  
 

Whenever necessary, other IDs not enumerated in Annex 2.1 maybe 
accepted provided that it shall not be the sole means of identification.  

 
5. OFB Directory Annex 2.2 contains the location and contact information of all 

Bank units where the request for information may be submitted.  
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6. The FRO/ FDM shall  
 
a. Provide reasonable assistance, free of charge, shall be provided to the 

requesting parties, particularly those with special needs, to comply with 
the request requirements. 

 
b. Imprint the receiving stamp on the written request and/or FOI Request 

Form indicating the date and time of receipt, name and position and 
affix signature.   

 
c. Provide the requesting party with a duly stamped copy of the written 

request/ FOI Request Form to acknowledge receipt of the request. 
 
d. Inform the requesting party to wait for the Bank's written response 

within 15 working days or for such period of time allowed in the Manual. 
 

7. The FRO shall maintain a central monitoring file that contains accurate and 
reasonably complete records of requests for information and actions taken by 
the Bank on said requests and implement a records management and tracking 
system to facilitate monitoring.  

 
8. The FRO shall check from its database if a substantially similar or identical 

request involving the same information from the same requesting party has 
previously been received and granted or denied. If so, the FRO shall deny the 
request and send a letter of denial to the requesting  party (Exhibit 2.2). 

 
9. If no similar request involving the same information from the same requesting 

party has been previously received by the Bank, the FRO shall refer the 
request to the responding unit (Exhibit 2.3).  

 
10. The FDM shall evaluate the request and check if the requesting party is 

entitled to the requested information and not included in the latest issuance of 
Inventory of Exceptions (Annex 1.1).  

 
11. The FDM shall notify the requesting party if the period of time to respond 

should be extended because the information requested requires extensive 
search of the Bank’s records facilities, examination of voluminous records, or 
because of the occurrence of fortuitous events or other analogous 
circumstances. The extension shall not go beyond 20 working days from the 
end of the original period, unless exceptional circumstances warrant a longer 
period. The notice shall state the reason/s for extension (Exhibit 2.4). The 
FDM shall also inform the FRO on the extension. 

 
  Note:  The FDM may request for opinion/ clearance from LBP-LSG if: 

 
a. It cannot determine whether the request shall be granted or denied; and  
 

b. The request for information is issued by courts, quasi-judicial bodies, 
tribunal, and other government agencies, thru orders, summons, 
subpoenas, writs, and other legal processes.  
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12. No written request for information shall be denied by the Bank unless the 
disclosure of the information to the requesting party is prohibited under the 
Inventory of Exceptions and/or is not allowed under the Constitution, laws, 
rules and regulations or jurisprudence, or if the information requested has 
been the subject of a previous and substantially similar or identical request 
from the same requesting party, or if the reason for the request is contrary to 
law and existing rules and regulations, or if the request is determined as 
vexatious despite clarifications from the requesting party. 

 
13. The FRO shall ensure that the PFOI Manual is up-to-date and shall undertake 

appropriate steps to revise the said Manual annually or as necessary.  
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CHAPTER 3 
 

GRANT OF THE REQUEST AND RELEASE OF INFORMATION 
 
 

D. SPECIFIC GUIDELINES/ PROCEDURES 
 

1. The FDM shall grant the request if the disclosure of the information requested 
is allowed under the Constitution, law, rules and regulations, jurisprudence; 
or the Exception List; or is not the subject of a previous and substantially 
similar or identical request from the same requesting party; or if the reason 
for the request is not contrary to law, existing rules and regulations, of if the 
request is determined as not vexatious after clarifications from the requesting 
party.  
 

2. The FDM shall inform in writing the requesting party or his authorized 
representative that the requested information is allowed to be released 
(Exhibit 3.1) and request for execution of a written undertaking that he or 
she shall not share nor disclose the information obtained through FOI 
Program to any other person or entity, or use the information obtained in a 
manner that is not in accordance with the purpose stated in the request.   

 
3. The FDM shall release the requested information to the requesting party or 

his authorized representative either personally, by registered mail, by 
electronic mail, or any other means of communication acceptable to the 
requesting party. In all cases, the release must be evidenced either by 
acknowledgement of receipt or proof of transmittal.  

 
When a document or file contain information which are included in the 
inventory of exceptions and a part or parts thereof are disclosable to the 
public, such information shall be redacted. The FDM shall ensure that 
redacted information on physical document is unreadable and redacted 
information to a digital document can never be recovered using pertinent 
application tools. 
 

4. The FDM shall notify (Exhibit 3.2) the FRO that the information has been 
released to the requesting party.  
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CHAPTER 4 
 

DENIAL OF THE REQUEST 
 
 

E. SPECIFIC GUIDELINES/ PROCEDURES 
 

1. The FDM shall deny the request if the disclosure of the information requested 
is not allowed under the Constitution, law, rules and regulations, 
jurisprudence; or the Exception List; or is the subject of a previous and 
substantially similar or identical request from the same requesting party; or if 
the reason for the request is contrary to law, existing rules and regulations, 
or if the request is determined as vexatious despite clarifications from the 
requesting party.  

 
2. The  FDM shall send a written notice of denial (Exhibit 4.1) to the requesting 

party or his authorized representative within the period to respond, stating 
the reasons and/or circumstances on which the denial is based.  

  
3. The FDM shall notify (Exhibit 4.2) the FRO that the request for information 

has been denied. 
 
4. The notice shall be sent either personally, by registered mail, by electronic 

mail, or any other means of communication. In all cases, the notice must be 
evidenced either by acknowledgement of receipt or proof of transmittal.  
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CHAPTER 5 
 

APPEAL OF THE DENIAL OF THE REQUEST FOR INFORMATION 
 

 
F. SPECIFIC GUIDELINES/ PROCEDURES 

 
1. The requesting party whose request for information is denied may appeal in 

writing to CARC within 15 working days from the receipt of the notice of 
denial.   

 
2. The FRO shall: 
 

a. Determine the regularity of the appeal for denial of request and 
identification of the requesting party. 

 
b. Acknowledge the receipt of appeal for denial of request for information 

and inform the requesting party to wait within (30) working days (Exhibit 
5.1). 

 
c. Refer the appeal for denial of request to the CARC Secretariat (Exhibit 

5.2). 
 
3. The CARC shall convene to decide on the appeal based on the provisions of 

the Manual within thirty (30) working days from the filing of the appeal. Failure 
to decide within the afore-stated period shall be deemed a denial of the 
appeal. 

 
4. If the appeal is granted, CARC Secretariat shall notify the responding unit  to 

provide the requested information to the requesting party upon submission 
of written undertaking that he or she shall not share nor disclose the 
information obtained through FOI Program to any other person or entity, or 
use the information obtained in a manner that is not in accordance with the 
purpose stated in the request.  (Exhibit 5.2). 

 
5. If the appeal is denied, CARC Secretariat shall send a written denial of 

appeal to the requesting party of CARC decision, stating the reasons and/or 
circumstances on which the denial is based (Exhibit 5.3). 

 
5. CARC Secretariat shall notify (Exhibit 5.4) the FRO on CARC decision.   
 
6. The requesting party may file the appropriate case in the proper courts in 

accordance with the Rules of Court. 
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ANNEX 2.1  
  

                LIST OF ACCEPTABLE IDs  
  
1. Passport including those issued by foreign governments  

  
2. Driver’s license  

  
3. Professional Regulation Commission ID  

  
4. National Bureau of Investigation clearance  

  
5. Police clearance  

  
6. Postal ID  

  
7. Voter’s ID  

  
8. Barangay certification  

  
9. Social Security System card  

  
10. Senior Citizen card  

  
11. BIR TIN 
 
12. Overseas Workers Welfare Administration ID  

  
13. Overseas Filipino Worker ID  

  
14. Seaman’s book  

  
15. Alien Certificate of Registration/Immigrant Certificate of Registration  

  
16. Government Office ID  

  
17. ID issued by National Council on Disability Affairs  

  
18. Integrated Bar of the Philippines ID  

  
19. Company IDs issued by private entities or institutions registered with or 

supervised or regulated either by the BSP, Securities and Exchange 
Commission or other regulatory agencies  

  
20. Philhealth Insurance Card ng Bayan  
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                                                                                                         ANNEX 2.2 
 

OFBANK DIRECTORY 
 

OVERSEAS FILIPINO BANK, INC. 
OFBank Center, Liwasang Bonifacio, Manila 1000 

www.ofbank.com.ph 
 

OFBANK CENTER DIRECTORY 
as of December 31, 2021 

 
  Telephone No. Email Address 

BOARD OF 
DIRECTORS  

   

Chairperson LANDBANK  
President and CEO 

(+632) 84057365   

 Vice 
Chairperson 

OFBank  
President and  CEO 

(+632)  85270134 op@overseasfilipinobank.gov.ph 

Members of the 
Board 

LBP Rep. A (+632) 84057464  

 LBP Rep. B (+632) 84057305  

 Rep. A    

 Rep. B    

 Rep. C 
 

   

   Corporate Secretary  (+632)  85239396 
(+632)  85270134 

corsec@overseasfilipinobank.gov.ph 
 

 Executive/Technical 
Assistant 

 (+632)  85239396 
(+632)  85270134 

op@overseasfilipinobank.gov.ph 

BUSINESS 
UNITS  

Electronic Business Unit (+632)  85223400 ebiz@mail.ofbank.com.ph 

  Financial Management Unit (+632)  85270141 accounting@mail.ofbank.com.ph 
 

 Treasury/Central Point of 
Contact Unit 

 (+632)  85239396 compliance@mail.ofbank.com.ph 
 

 Technology Management 
Unit 

(+632)  85279476 tmu@mail.ofbank.com.ph 

 Administrative Services 
Unit 

 (+632)  85239396 hradmin@mail.ofbank.com.ph 
 

 CARC Secretariat  (+632)  85239396 op@overseasfilipinobank.gov.ph 

 Customer Care  (+632)  84057000 customer.care@mail.ofbank.com.ph 
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Exhibit 2.1  
 

 

OVERSEAS FILIPINO BANK, INC.  

Request for Release of Document/Information  

  

Requesting Party Information  

Name:  

  

Contact Nos.:  Email Address:  

  

Address:  IDs Presented:  

  

  

Description of Document/Information Requested  

____________________________________________________________________________ 

____________________________________________________________________________ 

____________________________________________________________________________ 

____________________________________________________________________________ 
_____________________________________________________________  
  

Reason or Purpose of Request  

____________________________________________________________________________ 

____________________________________________________________________________ 

____________________________________________________________________________ 

____________________________________________________________________________ 
_____________________________________________________________  
  

  

Signature of Requesting Party/  

Representative:  _____________________________________ Date: _________________  

                                             

To be accomplished by Bank Personnel (if applicable) 

  

Assisted by: _________________________  Noted by:__________________  

                       (Name of Bank Employee)                             (Head of Unit)  

Position Title: ________________________  Position Title:  _________________  

Date: _______________________________ Date: ________________________  

  
 

 
 
 
 

Page 29 28



 

Date First Prepared: December 13, 2017 
Date Last Revised: January ___, 2022 

PEOPLE'S FREEDOM OF INFORMATION MANUAL 

 
 

Exhibit 2.2  
 
 
 

Date:    
  

Name of Requesting Party:  
Address:   
  

  

Dear Mr./Ms. _______________:  
  

This  pertains  to  your  request  for  access  to  information 
 regarding 
______________________________________________________________________ 
______________________________________________________________________.  
  

We regret to inform you that we can no longer accept your request.  Our records show 
that you have already filed similar/identical request on  _________________(indicate 
date of initial request).  
  

We hope to be of service to you in your other banking needs in the future.  
  

Thank you.  
  

  

Very truly yours,  
  

  

  

  

FRO/FDM 
  

              

        

  

 

 

 

 

 

 

 

 

Page 30 
28



 

Date First Prepared: December 13, 2017 
Date Last Revised: January ___, 2022 

PEOPLE'S FREEDOM OF INFORMATION MANUAL 

Exhibit 2.3  

 

 

 

F O R                 :        The Head, _______________ (Responding Unit )  
        

F R O M             :        The  FRO 
  
SUBJECT  :        Request for Documents/Records/Information  

  

 
  

We  refer  to  you  the  attached  written  request  /FOI Form  from                         
Mr./Ms. __________________________________ (requesting party) which we have  
received from _________________________________________ (Receiving Unit) on 
_________________________.   
  

Evaluate the request if allowed pursuant to the Bank’s People’s Freedom of Information 
Manual.   
  

Please respond in writing to the request within the time prescribed in said Manual.  
  

Thank you.  
  

  

  

  

FRO 
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Date:    
  

Name of Requesting Party:  
Address:  
  

  

Dear Mr./Ms. _______________:  
  

  

This refers to your request for ____________________________________________ 
(document/information).  
  

We will advise you within 15 days from ___________________ (15 days from the receipt 
of the request by the receiving unit) if the Bank can grant your request.  
  

As of this time __________________________________________________________ 
(state reason for extension).  
  

  

  

Thank you.  
  

  

  

  

Very truly yours,  
  

  

  

FRO/FDM 
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Date:    

  

Name of Requesting Party: Address:  

  

  

Dear Mr./Ms. _______________:  

  

We are pleased to inform you that the document/information you have requested are 
now available.    

 

May we request for your written undertaking that you will not share nor disclose the 
information obtained  through FOI Program to any other person or entity, or use the 

information obtained in a manner that is not in accordance with the purpose stated in the 
request.  

 

 

Thank you.  

  

  

Very truly yours,  

  

  

 FDM 
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MEMORANDUM  

  

  

Date:    

  

F O R   :                The FRO 

  

F R O M  :  Head, _________________ (Responding Unit)  

  

SUBJECT  :  Notice of Release of Document/Information  

  

 
  

We  would  like  to  inform  you  that  the  information  requested  by                         

Mr./Ms. ____________________________________ as per Request for Release of 

Document/Information dated __________________________________ has been 

released to the requesting party on _________________________________________.  

  

Thank you.  

  

  

 FDM 
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Date:    

  

Name of Requesting Party: Address:   

  

  

Dear Mr./Ms. _______________:  

  

This  pertains  to  your  request  for  access  to  information  regarding  

______________________________________________________________________ 

______________________________________________________________________ 

___________________________ (brief description of document/information requested)  

  

We regret to inform you that the release of the above information is not allowed  
pursuant to ____________________________________________________________  

______________________________________________________________________ 

______________________________________________________________________ 
______________________________________.   

  

We hope to be of service to you in your other banking needs in the future.  

  

Thank you.  

  

  

  

  

Very truly yours,  

  

  

  

FDM 
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MEMORANDUM  

  

  

Date:    

  

F O R   :                The FRO 

  

F R O M  :  Head, _________________ (Responding Unit)  

  

SUBJECT  :  Notice of Denial of Requested Information 

 

This  pertains  to the (requesting party)  request  for  access  to 
 information regarding  

______________________________________________________________________ 

______________________________________________________________________ 

___________________________ (brief description of document/information requested) 
which we received on _________________. 

  

The release of the above information is not allowed  pursuant to 
____________________________________________________________  

______________________________________________________________________ 

______________________________________________________________________ 
______________________________________.   

 

 

Thank you.  

  

  

 FDM 
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Date:    
  

Name of Requesting Party:  
Address:  
  

  

Dear Mr./Ms. _______________:  
  

  

This refers to your appeal for denial of request for 
____________________________________________ (document/information).  
  

We have forwarded your appeal to the Appeals Committee and we will advise you within 
30 working days from ___________________ (15 days from the receipt of the appeal by 
the receiving unit) if the Bank can grant your request.  
  

Thank you.  
  

  

  

  

Very truly yours,  
  

  

  

FRO  
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F O R                 :        The Secretariat,  CARC 
        

F R O M             :        The  FRO 
  
SUBJECT.       :        Appeal for Denial of Request   

  

 
  

We  refer  to  you  the  attached appeal for denial of request  from                         
Mr./Ms. __________________________________ (requesting party) which we have  
received from _________________________________________ (Receiving Unit) on 
_________________________.   
  

Evaluate the appeal if allowed pursuant to the Bank’s People’s Freedom of Information 
Manual.   
  

Please respond in writing to the appeal within the time prescribed in said Manual.  
  

Thank you.  
  

  

  

  

FRO 
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MEMORANDUM  

  

  

Date:    

  

F O R   :                Head, _________________(Responding Unit) 

  

F R O M  :  CARC Secretariat  

  

SUBJECT      :            CARC Decision to Grant the Appeal for Denial of Request 

 

 

This pertains to the ___________________(requesting party)  appeal for denial of request 
for access to information regarding  

______________________________________________________________________ 

______________________________________________________________________ 

___________________________ (brief description of document/information requested) 
which we received on _________________. 

  

The CARC per its meeting on ________________ (date) granted the appeal for the release 
of the requested information as per Resolution No. _______________ subject to the 
submission of written undertaking that he or she shall not share nor disclose the 
information obtained through FOI Program to any other person or entity, or use the 
information obtained in a manner that is not in accordance with the purpose stated in the 
request.   

.  

  

 

Thank you.  

  

  

CARC Secretariat 
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Date:    

  

Name of Requesting Party:  

Address:   

  

  

Dear Mr./Ms. _______________:  

  

This  pertains  to  your  appeal for denial of request  for  access  to 
information  regarding  

______________________________________________________________________ 

______________________________________________________________________ 

___________________________ (brief description of document/information requested) 
which we received on _______________________ (date received by FRO/receiving unit). 

  

We regret to inform you that the release of the above information is not allowed  
pursuant to ____________________________________________________________  

______________________________________________________________________ 

______________________________________________________________________ 
______________________________________.   

  

We hope to be of service to you in your other banking needs in the future.  

  

Thank you.  

  

  

 

Very truly yours,  

  

  

  

CARC Secretariat 
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MEMORANDUM  

  

  

Date:    

  

F O R               :  The FRO 

  

F R O M  :  CARC Secretariat   

  

SUBJECT  :           CARC Decision to Deny the Appeal   

 

This  pertains  to  the appeal for denial of request by _______________ 
(requesting party)   regarding  

______________________________________________________________________ 

______________________________________________________________________ 

___________________________ (brief description of document/information requested) 
which we received on _________________. 

  

The CARC per its meeting on ________________ (date) denied  the appeal for the release 
of the requested information as per Resolution No. _______________.  

 

 

Thank you.  

  

  

 CARC Secretariat 
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