
University of the Philippines 

OFFICE OF THE PRESIDENT 

MEMORANDUM CIRCULAR NO. PAJ-23-07 

TO ALL CONCERNED 

SUBJECT: REVISED UP FREEDOM OF INFORMATION ("FOi") MANUAL 

DATE 14 March 2023 

The UP FOI Committee was constituted pursuant to UP Administrative Order No. PDLC22-
74 dated 08 August 2022 for the purpose of reexamining the UP FOI Manual and 
recommending the necessary amendments thereto. This is in light of the issuance of FOI 
Memorandum Circular No. 21-05 dated 27 August 2021 1 and Malacafian Memorandum 
Circular No. 89 dated 13 September 2021.2 Accordingly, the UP FOI Committee submitted 
its recommendations and proposed revisions to the UP FOI Manual. 

The Revised UP FOi Manual (as of27 February 2023) is hereby APPROVED. 

Let the Revised UP FOi Manual be disseminated throughout the UP System, and posted in the 
proper UP websites, for the information and compliance of all concerned. 

This circular shall take effect immediately. 

Please be guided accordingly. 

AN�,LO
D Pres

1 "Guidelines on the Referral of Requested Information, Official Record/S and Public Record/s to the 
Appropriate Government Agency Otherwise Known as the "No Wrong Door Policy For FOI'' 

2 "Updating the Inventory of Exceptions to the Right to Access of Information Under Executive Order (EO) No. 
02 , Series of2016" 

2FNorth Wing, Quezon Hall, UP Diliman, Quezon City 1101, Philippines 
op@up.edu.pb I 632-89280110 or632-89283014 



University of the Philippines FOi Manual 

Approved Aug 1 2018 BOR Meeting MPF final rev 6 Aug 2018 

MPF proposed revs No Wrong Door Policy and Updated Exceptions ,rppRovE:Q: 

UNIVERSITY OF THE PHILIPPINES 
Freedom of Information (FOi) Manual 

A 

t PREFACE 
., MAR W2l 

The right of the people to information on matters of public concer s one enshrined 
in the 1987 Constitution. Pursuant to this Constitutional mandate, the Code of 
Conduct and Ethical Standards for Public Officials and Employees (Republic Act No. 
6713) adopts a policy of transparency and accountability for acts or transactions of the 
Philippine government. Section 5 (e) of this law read in relation to Section 3, Rule IV 
of its Implementing Rules and Regulations, provides that all public officials and 
employees are obligated to make all public documents accessible to, and readily 
available for inspection by the public within reasonable working hours subject to such 
exceptions as may be provided by the Constitution, laws and jurisprudence. 

Consistent with the foregoing, Executive Order No. 2 series of 2016 was issued by the 
Executive Branch pursuant to which all agencies of the Executive Branch are 
mandated to come up with their respective People's FOi Manual. 

The University, through its Board of Regents, adopted this FOi Manual during 
its 1336th Meeting on 01 August 2018 to serve as a guide to University officials, faculty, 
staff, students and the general public in the processing of any request for information 
under Executive Order No. 2, series of 2016. 

The University President, pursuant to Section 11 of this FOi Manual approved its 
revision on (insert date) which incorporates the provisions of FOi MC No. 21-05 (No 
Wrong Door Policy) and MC 89 Series of 2001 (Updating the Inventory of Exceptions 
to the Right of Access of Information Under Executive Order No. 2, S. 2016) based on 
the recommendation of the UP System FOI Committee. 

SECTION 1. PURPOSE AND OVERVIEW 

1. Purpose

The purpose of this FOi Manual ("Manual") is to set out the rules and procedures to 
be followed by the University in dealing with requests for information received under 
Executive Order (E.O.) No. 2, series of 2016 on Freedom of Information (FOi) (Annex 
"A" hereof). The said EO was issued in order to implement Article III Section 7 of the 
1987 Constitution which states: 

11The right of the people to information on matters of public concern 
shall be recognized. Access to official records, and to documents, and 
papers pertaining to official acts, transactions, or decisions, as well 
as to government research data used as basis for policy development, 
shall be afforded the citizen, subject to such limitations as may be 
provided by law." 















































































































































FOI Receiving Officers in the UP System 
as of March 2023

UP Diliman: 

UP Los Baños: 

UP Manila: 

UP Visayas: 

UP Open University: 

UP Mindanao:  

UP Baguio: 

UP Cebu: 

UP System Admin: 

PAULYN A. TUSI
UP Diliman FOI Receiving Officer 
fro.updiliman@up.edu.ph  
(632) 8 929 5401 / (632) 981 8510

ASST. PROF. MARK LESTER M. CHICO
UPLB Lead FOI Receiving Officer 
mdchico@up.edu.ph; opr.uplb@up.edu.ph
(049) 536-3604

MS. ANNE LOREN CLAIRE SANTOS
UP Manila FOI Receiving Officer 
fro.upmanila@up.edu.ph/upm-oc@up.edu.ph 
(632) 8 526 8419/(632) 8 521 0184

ELOISA I. JAMOLO 
UP Visayas FOI Receiving Officer 
fro.upvisayas@up.edu.ph / oc.upvisayas@up.edu.ph 
(033) 315 9378

ANNA MA. ELIZABETH F. CAÑAS-LLAMAS 
UPOU FOI Receiving Officer 
fro.upou@up.edu.ph 
(049) 536 6001 to 06 local 710

JO-AN A. GARCIA 
UP Mindanao Receiving Officer 
fro.upmindanao@up.edu.ph 
(082) 293 0310

REMY B. RAMOS  
UP Baguio FOI Receiving Officer 
fro.upbaguio@up.edu.ph / oc.upbaguio@up.edu.ph 
(074) 442 3888

GRACE L. MENDEZ 
UP Cebu FOI Receiving Officer 
oc.upcebu@up.edu.ph / fro.upcebu@up.edu.ph 
(032) 231 3086/ (032) 232 8185/2338203 loc. 103

SEC. ROBERTO M.J. LARA 
UPSA FOI Receiving Officer 
fro@up.edu.ph / osu@up.edu.ph 
(02) 8 927 6780, 8 981 8500 local 2533

ERNESTO M. CABRALES, JR.
UP PGH Receiving Officer
od.uppgh@up.edu.ph
(02) 8 554 8400 local 2002

UP PGH:

mailto:jmbo1@up.edu.ph
mailto:oc.upcebu@up.edu.ph%20/%20fro.upcebu@up.edu.ph



