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requirements to improve its facilities.

Subject to Supreme Court en bane decision on September 13,1991 local water districts
were declared as Government Owned and/or Controlled Corporation (GOCC) with
original charter. By virtue of the decision, Mabalacat Water District was accordingly
declared a$ GOCC.
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capabilities to meet the growing need for capitalts revenue generatingincreasing
As mandated by law, the MWD has been operating on self-supporting basis while

of the same year that also finalized the complete
takeover bv the MWD.

:ly issued on August 10subsequen

Following a resolution filed with the Local Water Utilities Administration (LWUA) on
June 2, 1^78, a Conditional C^rtificate of Conformance (CCC No. 061) was

No. 198, otherwise known as the Provincial
gement and ownership was turned over to the MWD.

namely: San Francisco, Sta,. Ines, Poblacion,

Bayan of Mabalacat through resolution no. 78-17
way for the expansion of its coverage area that

In accordance with Presidential Decree
Water Utilities Act of 1973, mana

serving orly four (4) barangays
Mamatitang and San Joaquin.

included the whole town of Mabalacat. Until 1973, the water distribution firm was

On April 2C., 1978, the Sanguniang

created the MWD that also gave

constructed by then Bureau of Public Works. Its operation and management have
been transferred from one government agency to another; until 1972 when the
defunct NAWASA turned over the system to the municipal government of Mabalacat.

of Mabalacat Water District (MWD) dates back to 1963 when it wasThe histor^

BRIEF HISTORY OF
THE MABALACAT CITY WATER DISTRICT

E.Appeal Process Flow

F.Executive Order No. 02
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The MCWp believes in the greater transparency, accountability and citizen
participation in democratic governance. MCWD People's FOI Manual guarantees to
uphold the fundamental right of its concessionaires and other interested individual

: OBJECTIVESSection 1

Management presents this Manual to be used as
mplementation of EO No. 2.

In compliance, thereof, the MCWD
guidelines and procedures on the

preparatio^ of agency's People's Fpl Manual for the implementation of the executive
order.

ranch the people's constitutional right to information and the state
ull public disclosure and transparency in the public service and providing

that covers all government offices including
t-owned-and-controlled-corporations. It requires all agencies to make
ds, contracts, transactions and any information requested by a member
c, except for sensitive information and matters affecting national security.

aims to promote transparency in the government by providing clear,
prompt procedure for access of information. Its mandate includes the

the people to information on matters of public
No. 2, s. 2016 entitled "Operationalizing in the

guarantee the right o
Executive Order (EO^

INTRODUCTION

the provision of the Philippine 1987 Constitution, the state shall adopt
ient policy of full public disclosure of all its transactions involving public

of Republic Act No. 10164 otherwise known as "An
Mabalacat in the Province of Pampanga into a

: City" the Board of Directors, through Board Resolution No. 010-067

: the new name "Mabalacat City Water District
anuary 1, 2013.

Pursuant t
and imple
interest. T

concern th
executive
policies to
guidelines
governme
public rec
of the publ

EO No. 2
uniform an

Upon the e ^actment and passage

Act convening the Municipality o
Componen
series of 2912, resolved to adop
(MCWD)" fpr the District effective j
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prescribed form to be filled up by a requester forf)   FOI Request Form. The
request of information.

to a FOI request because they are protected by the Philippine Constitution,
laws or jurisprudence.

e) FOI. Freedom of Information

should not be released and disclosed in responsed) Exceptions. Information that

factu al or informative nature

b)District The MCWD with jthe administrative, managerial and operational
funct on in general.

c)Document. Any written item ^^s a letter, booklet or book) in paper, in electronic

(readable and manipulable by computer) or in photographic form specially of

covernmental institution with the capacity to act
contract other party to act, work, build, establish

project, research, program, or study for the District.

a) Agerjcy. The MCWD as a
independently or choose to
or ac zomplish any work,

: DEFINITION OF TERMS

Definitions of the following repeat^dly used terms are hereby provided for common
understanding and clarity:

Section

requests  for  information directed to all  Departmental  Offices:
ive Services, Commerci^l Services, Finance Services, Engineering Services,

the Office of the Board of Directors.

ed information on the procedural structures to be
request for access to information is received. It

provides helpful detai
the DISTRICT when a

or group o
transaction

This Manuc
followed ^^
covers all
Administrai
Office of the General Manager anc

people to free and open access to information on the agency's official
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efer also, to record or classes of records, in any form, in whole or in part,
regulations to be entered, kept, and made publicly available by the MCWD.

required by laws, executive orders, rules, or

ormation, whether recorded in a material form or
of an individual is apparent or can be reasonably
the entity holding the information, or when put

would directly and certainly identify an

produced or received by the MCWD or its
or pursuant to a public function or duty.

created or received by the MCWD in the conduct of its affairs and have been
May i

n) Public Records. Informatior

m) Personal Information. Any in
not, f 'om which the identity
and directly ascertained by
together with other information
individual.

I) Official Records. Informatioh
employee in an official capacity

k) MDM. MCWD Decision Maker

(MFRO). The employee assigned to receive and
record request and ensure requested information is received by the requesting

party

j)   MCWD FOI Receiving Office

information encouraging familiarity with the general operations, thrusts, and
programs of the government. In line with the concept of proactive disclosure
and open data, these types of information can already be posted to
government websites, such as data.gov.ph, without need for written request
from the public.

i) MCWD. The Mabalacat City Water District

and the community and economy. It also includes
understanding of policies, programs, activities, rules or revisions affecting the

Information promoting the awareness  and

MCWD in pursuant to existing laws, executive

public, government agencies

h) Information for  Disclosure

orders, rules and regulations or in connection with the performance or
transactions of official business by the MCWD.

control and custody of the

g) Information. Any knowledge communicated or  received via written,
photographed or computerized that are made, filed or kept in or under the
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2.2 However, he/she may delegate this responsibility to an executive officer with
a rank not lower than a D vision Manager, who shall conduct evaluation of

responsible for all actions carried out under the
Mariual, henceforth, be called the MCWD Decision

2. MCWD Decision Maker (MDM) - Engr. HECTOR V. AGUILAR

C^nducts initial evaluation of the request;
Pr^vides assistance and support to the public and staff with regard to FOI;
and;
Logs all transmittals for d^cumentation and monitoring.

District all requests for information;

or has full knowledge of the MCWD's operations.
Officer shall receive request for information from
-break policy.

mcwd(5)amail.com

2.1 The Head of the Agency, i
MCJ/VD People's FOI
Maker (MDM).

Receives on behalf of the

1.2 Functions of the MFRO

employee who is familiar
MFRO, designated as FCjl

requesting party on a no noon

e-mail: hr

CERS

1.1 An
The

1. MCWD FRO (MFRO) - EDUARDO T. DEL ROSARIO
Contact Mo.: 045-405-0501 loc. 109

Section :i: MCWD FOI OFF

cies.

refer

agen

retained by the Agency as evidence or because of the information contained
there n.

o) Sensitive Personal Information. As defined in the Data Privacy Act of 2012, shall
to personal informati^n and other information issued by government
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•Full/cpmplete name and address;
•Contact Information;
•Copies of any two (2) valid government-issued IDs as proof of identification;
•Detail ^d description of the documents requested;

nay be placed in writing (formal or informal form of letter). Requester is
to sign the document and to state and provide the following information:

Request
required

1. Written RequestI
A. Written Request

METHODS OF REQUEST, PRESCRIBED FORMS & MONITORING
SYSTEM

official leave, the GM may delegate the authority
;t for information to other officer of equal rank of

Section 4:

4. In case where the MDM is on
to approve or deny a reque*
the MDM or higher.

Manager A.
3.2Designated by the Head of the Agency to review and analyze the grant or

enial of request of information; and

3.3Shall provide expert advice to the MCWD General Manager on the denial
If such request.

(3) officials with ranks not lower than a Divisionhall compose of three3.1  S

JESS 5. SANCHEZ - Water/S^werage Maint. Gen. FMan, Engineering Services
AMM YLET Y. DE LEON - Chief Corporate Accountant B, Finance Services

RICHARD Q. RIVERA- Execu^ive Assistant (III) A, Office of the General Manager

3. MCWD Central Appeal and Review Committee -

eny the request for information.
and has the authority to decide whether to grantrequest for informationthe

ord
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p^rty is unable to make a written request due to
she may make an oral entreaty and the MFRO

case the requesting
:eracy or disability, he

shall reduce it in writing.

Letter of Authority is signed/ acknowledged by the requester.

rruui ui nn_dpduiy ui iiiduiniy ui Hi^ leque^ici i:> vdiiu,

Proof of identity is presented by both parties: the requester and the

•
nability of the requester is valid;

; and
of the information requested; and

purpose of, the request for information.

authorized representative); and

Proof of incapacity or
Ai thorization may be allowed, provided:

tion

Full name and address
Contact information
Valid proof of identific^tion
Reasonable descripti
The reason for, or

(see Annex "A") complied with the following requirements:

out all required information on the Request Form:

e at the PACD) to be used for the filing of request
check and make sure the filled-up FOI Request

B. Prescribed Request Form

Letter of Authority is signed/ acknowledged by the requester.

In

Fil

The MCWD FOI Request Form

1. The p rescribed form (availab
for information. MFRO shall
Form

); andauthorized representative

granted.
Authorization may be allowed, provided:
•Proof of incapacity or inability of the requester is valid;
•Proof of identity is presented by both parties: the requester and the

the documents requested, should the request be
request; and
Prefer-ed mode of receiving

ed mode of communication in order to be alerted about the status of thePrefer



formatted Form will appear on the computer
>nitor prompting the u^er/ requester to fill up all necessary information
the transaction to be yalid;
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able specifically for the purpose;

made on-line with the following procedures and

m<
fo

Once pressed, a "Excel"

provided;

Designated button is avai

MCWD website, www.mwd.com.ph, a downloadable FOI Request Form is

for information can be

nic FOI Request Form

signatur^ of the MFRO.

3. Onlinei Request

who actually received it, with a correspondingtitle of the MFRO

•  At

requiren tents
Request

1. Electrc

ex "C") shall be furnished to the requesting party as a proof of receipt of
est indicating the date and time, name and address of the requester, title
document/ record requested, reference number and the name and

of Receipt2. Proof

Slip (Anr
the requ
of the

:ure.

up FOI Request Form shall be stamped received by the MFRO, indicating
date and time of the receipt of the written request, and the name and

Filled
the
positi
signa

Mabalacat City Water District
#0255 MacArthur Highway
Brgy. Mabiga, Mabalacat City, Pampanga 2010

•  MCWD Request Form may be sent by Mail and addressed to MCWD Main
Office at:
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1.Log book shall be provided and used by the MFRO for monitoring and
tr^cking of written requests.

2.Separate Log Book shall be implemented for tracking and monitoring of all
electronically send FOi Request

ceived request;
to the Head of Agency reminding further on

requests; and
WD website, all replies, clarifications, comments,

for additional requirements to the concern

2. Log Book

requests;

shall
esponsible in the monitoring of requests received

include the following:

ven the option to print the completely filled-up
made valid or confirmed electronically; and

Monitors the traffic of
Ev^luates the content of r
Endorses the printed Request

the prescribed timeliness;
Follows through of all endorsed
Sends on-line, through M
approval or denial and request
party.

ed personnel shall be r
cally. His/ her duties

m shall allocate a reference or tracking number
action.

Designa
electron

•  Internal logging mechani
after each electronic trans

C. Monitori lg System

1. Electrc nic Monitoring

t Form);
he
the Electronic FOI Reques

Tha requester shall be g
fofm once the request wa

copy of duly recogni^ed government ID with photo, (list comes within
will require the requester to attach or send his orCompletely filled-up Form



B. Processing Request

1.After receipt of the request for information, the MFRO shall proceed with
initial evaluation of the contents of the request.

j
I

2.If the requested information is readily available, the MFRO shall immediately
inform the requesting party and provide him/her the needed information
and make sure the written request is forwarded to the Office of the MDM
and a duplicate copy must be retained by the MFRO for recording and
reference.

3.If a received request for information requires to be complied with, the MFRO
shall forward the filled-up Form to the office of the MDM. Upon the verbal
or written instruction from the Office of the MDM, the MFRO shall provide
a copy of the request or photo-machine copy to every office concerned if
the request for information requires documents or records from different
offices and ensure that it is well coordinated and shall also clear the offices
that they will only provide the specific information that relates to their
mandates.

4.If the requested information is not in the custody of the MCWD or any of its
offices the MFRO shall undertake the following steps {FOI-MC No. 21-05.
No Wrong Door Policy. Annex G\.
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Section 5: PROCESSING AND EVALUATION OF REQUEST

A. Filing/ Accepting Request

1.Any person who requests access to information shall submit a written
request or by using the MCWD prescribed FOI Request Form to the MFRO
during office hours.

2.Request send on-line (electronically via e-mail) requires the use of the FOI
Request Form embedded in the MCWD Website with written instructions
and user-friendly assistance.



C. Transmittal of Request.

a) After receipt of the request for information and the immediate evaluation,
the MFRO shall notify the MDM of such request and a copy of the request
shall be forwarded to the same office within one (1) day from receipt of the
written or electronically send request;
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•The request will be immediately referred or  transferred to the
appropriate agency through the most expeditious manner and the

MCWD through the MFRO must inform the requesting party via
telephone or email of the action taken; and

•The requester shall be informed immediately and provided with the
contact details of that office, if known.

5.If the records refer to an office not within the coverage of E.O. No. 2, the

requesting party shall be advised accordingly

6.If after an initial scan or immediate evaluation of the request, the MFRO
found and surmised inconsistency or irrelevance in the request, he/ she shall
immediately inform the requesting party of the matter.

7.Should the information being requested is already posted and publicly
available in the District website, central bulletin board, official newsletter
("Danum Agus  nin^ Bie")  or  in any District's  medium of  public
communication, the MFRO shall inform the requesting party of the said fact
and provide them the means where the information is posted or available.

8.Should the requested information be substantially similar or identical to a
previous request by the same requester, the request shall be denied.
However, the MFRO shall inform the requesting party of the reason of such
denial.

9.For repeated and unreasonable request by the same person, the MCWD
shall not be obliged to act upon the same.
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MFRO shall within the prescribed period, notify the requesting party of the
d^nial in writing. The notice shall clearly set forth the ground or grounds
for denial and the circumstances on which the denial is based.

h) Bctension of Time.
If the information requested requires extensive search of MCWD's office
records facilities, examination of voluminous records, the occurrence of
fortuitous events or other analogous cases, the MDM shall inform the
MFRO.
The MFRO shall inform the requesting party of the extension, setting
forth the reason for the extension.

The MFRO shall tak^ care of all electronically received request for
information:

Tracking;
Transmittal to the MDM;

of denial of the request, wholly or partially, the

s granted and be directed to pay the applicable fees, if any.

g) Denied request. In case

We

f) Ap proved Request. In case of approval, the MFRO shall prepare the letter
informing the requesting party within the prescribed period that the request

or written instructions, comments,

MFRO for immediate attention and appropriate

n the prescribed timeline upon the requested

details to identify or locate information, he/ she
^eek clarification from the requesting party.

e) The MDM shall closely coordinate verbal
approval or denial to the
actions.

d) The MDM shall act with
in^ormation.

c) If the MDM needs further
sh^ll through the MFRO, s

:he request shall record the date, time and name
Department/ Section/ Unit who received the submitted

Book with corresponding signature of acknowledgement

b) The MFRO who received
of the Head of the
request in the Log
of receipt of the request.



but not to exceed twenty (20) working days
requested requires extensive search of office

records, or the occurrence of fortuitous

^nts or other analogou^ cases.
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closed.

ev

c. The period may be extended
whenever the information

facilities, examination of voluminous

S, the request shall be
rification is received from the requesting party after sixty (60) calendar

receives the required clarification from the requesting party. If no
(15) working days will commence the day after itasked, then the fifteen

b. If further details are needqd to identify and locate the requested information

is physically or electronically delivered to the
e email inbox of the MCWD website; or

than a Saturday, Sunday or a day which is
or a locally declared non-working holiday.

i day on which the req^est
WD, or directly into th

3. The date of receipt of the request will be either:

king day is any day other
ed a national public holiday

2, the MCWD shall respond to a request fully

information from the MDM, the MFRO shall
information is complete. A cover/ transmittal

shall be attached.

: TIMELINE

Clc

da

is

a. Th

M(

2. A wo

decla

compliant with requirements as soon as practicable or within fifteen (15)
worki ng days from receipt or following the date of receipt of the request.

1. As provided under EO No.

Section 6

k) The MFRO shall keep track of the request for timeliness.

j)  U x>n receipt of the requ^sted
c^llate and ensure that the
letter signed by the MDM

Collecting of replies;
Ensuring completeness of information; and
Electronic replies to the requesting party.



17 | P a g e

by an executive order or an act of Congress to be

ethnic origin, marital status, age, color and
or political affiliations;

, education, genetic or sexual life of a person,
from any offense committed or alleged to have
or employee, the disposal of such proceedings

court in such proceedings;
agencies peculiar to an individual which includes,

security numbers, previous or current health
denials, suspension or revocation, and tax returns;

Us under the category of Sensitive Personal
Data Privacy Act of 2012:

social

About an individual re
religious philosophical
About an individual he^lth
About any proceeding
committed by an offic^r
or the sentence of any
Issued by government
but not limited to,
records, licenses or its
and
Specifically established
kept classified.

r^ice,

i. When the Agency, through the MDM cannot
e any records in response to a FOI request may be due to the following:

The Form is incomplete

The information is already disclosed in the MCWD's official website; and
The requested information is not in the custody of the District or any of
its offices.

1.

2.

3.

uested information f;
Information as defined in the

2. If rec

a.

b.

c.

1. Denial after Initial Evaluation
releas

: DENIAL OF REQUEST

letter and complete documents to be forwarded
; and
- if extension is necessary.

receipt of the request):

ctopy of request to be forwarded to the Head of

Section 7

d. Transmittal Timeline (fron^

One (1) day period -
Agency or MDM;
Fifteen (15) day period
to the requesting party

Twenty (20) day period
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Section 2 of EO No. 2) ensure that personal
under its control is disclosed or released only if it

mation, public records, and official records,
protection to the right to privacy of the individual

a. The MCWD hereof shall
inforr lation in its custody or

(p^r

While providing access to info
responsibleofficials shall afford full
as follows:

: PROTECTION OF PRIVACYSection 

1.Information covered by Executive privilege;
2.Privileged information relating to national security, defense or international

relations;
3.Information concerning law enforcement and protection of public and personal

safety;
4.Information deemed confidential for the protection of the privacy of persons

and c^rtain individuals such as minors, victims of crimes, or the accused;
5.Information, documents or records known by reason of official capacity and

are deemed as confidential, including those submitted or disclosed by entities
to government agencies, tribunals, boards, or officers, in relation to the
performance of their functions, or to inquiries or investigation conducted by
them In the exercise of their administrative, regulatory or quasi-judicial powers;

6.Prejudicial Premature Disclosure. Constitutes privileged communication;
7.Records of proceedings or information from proceedings which, pursuant to

law or relevant rules and regulations, are treated as confidential or privileged;
8.Matters considered confidential under banking and finance laws, and their

amendatory laws; and
9.Other exceptions to the righjt to information under laws, jurisprudence, rules

and regulations.

when the information being requested falls
in the 1987 Philippine Constitution, existing

limited to the following:rot

information shall be deihied
the exceptions enshrined

prudence, such as, but

Access to
under any
laworjurisj

3. Exempted Access to Information:
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:rative FOI appeal remedies, the requesting party
:ial action in accordance with the Rules of Court.

MCWD Central Appeals and Review Committee
days from the filing of said written appeal; and

2. Upon exhaustion of adminis
may file the appropriate judi

1.3. Failure to decide within tpe 30-day period shall be deemed a denial of the
appeal.

recommendation of the

w thin thirty (30) working

1.1.Written appeal or by the used of the MCWD prescribed Appeal Form
(Annex "C") must be filed by the same requesting party within fifteen (15)

lendar days from the notice of denial;
1.2.Appeal shall be decided by the Head of the Agency upon the

District's Central Appeals and Review Committee:

to information has been denied may avail himself/A person whose request for access
herself of tf e remedy set forth:

1. Admi ^istrative Appeal to the

: REMEDIES IN CASE OF DENIAL

the
who has access, authorized or unauthorized,

custody of the office, must not disclose that
horized under this order or pursuant to existing

ules and regulations.

Section ^

laws,

c. Any officer, employee or Dir^ctor
to personal information in
inforr lation except when au

^rsonal information in its custody or control by
arrangements against  leaks  or  premature

infornriation which unduly exposes the individual whose
eqpested, to vilification, harassment or any other

lyiCWD must protect p
reasonable security

sure or personal i
personal information is r

ful acts;wron

makirg
b. The

mal<

disclo

material or relevant to the subject-matter of the request and its disclosure is
perm ssible under this order or existing law, rules and regulations;
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B. Procedure. The Revised Rule; on Administrative Cases in the Civil Service shall
be applicable in the disposition of cases under this Manual.

of one (1) to thirty (30) days; and
the service

MCWD officer or employee who fail to comply with the
shall be ground for the following administrative

for MCWD officials and employees who fail to
ell as, the sanctions imposed for who may access

from

Offense - Reprimand;
Offense - Suspension

Offense - Dismissal
2nd

a. 1st
b.

c. 3rd

A. Admi listrative Liability.
provisions of this Manual
penalties:

tated that penalties both
est for information, as w
for information.

Section 11: ADMINISTRATIVE PROVISIONS

shall

District may exempt any requesting party from
er charges, upon request stating the valid reason

not pay the fee.

3. Exem^tion from Fees. The

payment of fees and/ or oth
why such requesting party

under the FOI Law, MCWD shall not charge any
releasing of requests for access to information.

It is herein

act on requ
and reques

a.

b.Certification
c.Rep

Ce^^ified True Copies - Php25.00 per page
(in MCWD Official Letter Head) - Php50.00

roduction - Php5.00 per page

servic

2. Reasonable Cost of Reproduction, Copying, and/ or Delivery of the Requested
Information. Under Office Memorandum Circular No.dated

e fees shall be collected for the following requests:

1. No Request Fee. As stipulated
fees for accepting incoming and

Section 13: FEES AND OTHER REASONABLE CHARGES



nual is held unconstitutional or invalid, the other
affected shall remain in full force or effect.
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^rs, orders, rules and re^ulations, issuance or any part thereof inconsistent
provision of this Manual are hereby repealed, amended or modified
ly consistent with Executive Order NO. 2, series of 2016.

vithout prejudice to any administrative and/ or

-copy or Zerox Machine)
on who shall deliberately changes or falsify the

received from the District and disseminate the
th intent to mislead and cause damage.

District's information without authorization or
ct (which is done without violence nor force upon

2. Separability Clause

If any selction or part of this M
sections or provisions not other^ise

1. Repea ing Clause

uses

The imposition of the fine is
criminal sanctions.

of information requested or generated from the
used to malign or mislead a person.

Illegal Reproduction (Photo
Falsification - any per:
content of any documents
same in any manner w

Theft - taking of the
consent from the Distr ct
things).
Misuse and alteration
District - information v\

A Fine of not lower than Twenty Thousand Pesos
irjiposed on any person (including MCWD officers

party) shall use the information for purpose
in the objectives of this Manual, particularly:

ons

All circul
with the
accordin

E. Other Clc

d.

c.

a.

b.

1. Illegal/ Unauthorized Use.
(Php20,000.00) shall be i
an j employees and requ^sting
other than those expressed

D. Sanct
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C. Provi^ions for More Stringent Laws, Rules and Regulations. Nothing in this
Manual shall be construed to derogate from any law, any rules, or regulation

ibed by any body or agency, which provides for more stringent penalties.
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be revised or updated as the need arises.

shall take effect i[ipon posting in the MCWD website and at the
lentral Bulletin Board.
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4. Effect vity

This Manual or part hereof may

3. Revision/ Updates


