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Signs reply letter 

denying the request 

stating the reason/s 

thereof through the 

Records Section 

 

Pays corresponding 

amount at the Cashier 

(if any) 

Retrieves 

information/record and 

reproduces copy/ies 

and prepares 

transmittal letter 

Approves the request 

and signs the 

transmittal letter 

Receives request form 

from the Records 

Section 

Signs reply letter 

denying the request 

stating the reason/s 

thereof through the 

Records Section 

 

 

 

Client 

 

Records 

Officers 

 

Freedom of 

Information 

Officer 

 

Office of the 

Executive 

Director 

 

Concerned 

Division/Branch 

 

 

START 

Submits letter and fills 

request form with a 

valid proof of 

identification 

No 

Yes 

Is information 

being requested 

in custody of 

the Records 

Section? 

 

Copy/ies of 

requested 

information/record 

B 

A END 

FREEDOM OF INFORMATION 

PROCESS FLOW 

Stamps “Received” on 

the letter and request 

form and indicates date 

and time of the receipt, 

and name, designation, 

and signature of 

records officer 

No 

Yes 

Is information 

being requested 

a public 

document? 

B 

A 

Notifies the client that 

the information/record 

may be claimed within 

fifteen (15) days 

Is information 

being requested 

a public 

document? 

No 

Yes 

Issues Claim 

Slip/Order of 

Payment (if any) 

No 

Yes 

Is information 

readily 

available at the 

branch? 

C 

C 

Issues Claim 

Slip/Order of 

Payment (if any) 


