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PROCEDURE Ilt ACCOMPLISHING BIR FORIII 2316/CERTIFTCATE OF COMPTNSATION
PAYIIEIYTITA)( WITHHELD FGE Cy 20/21

To: Ail SDO-Based Payroll Teaching and Non-Teachiirg Personnel

1. In line with the requirements of Bureau cf Internal Revenue {BIR) on filing of
annual income tax withheld, the following procedures must be observed in
accomplishing tire BIR Form 23!6:

r t'ill-up ttems No. b to JVo. 8;

. r Sign on items No. 52 and No. 54. On item So. 5?, kindly write on the
space provided your respective Community Tax Certificate iCTC] No.,
Place of Issue, Date ol issue and Amount Paid;

e Submit in triplicate the hsrd copies together with the scaruned PDF file
of the accomplished BIR Form saved in CD orr a per school basis;

. l)eaoltne ot submrsslon oI tne requlreo nard and so[t coptes wlll De on
or before February 17, 2o.22 at the Records Unit of the Schools
Division Office {SDO}.

Copies of the BIR Form 2316 are now available for pick-up at the Records
Unit of the SDO.

For information and compliance.
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