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PROCEDURE IN ACCOMpLTSHING BIR F'ORM aALaIC.DRTIFICATE Or
CoMPEITSATION PAYMEN?ITA}( IIrITHHELD FOII Cy 2023

To: All sDo-Based Parrroil reaching ancl Non-Teaching personnei

1. 1n iine rvith the requirernents of Br,treau of Internal Revenue {BiR} on fiiirrg of
annual income tax withheid, t3re fbllorving procedures must be observed in
accomphshing the BIR Form 2316:

o F i1l-Llp items No. 6 fo /fo. B;
. sign orr items No. 52 and Na" 54. on item rvo. 5?, kindlv rvrite on the

space provided your respective Community Tax Certificate {CTC}
I\[o., Place of Issue, Date of Issue ancl Amount paid;

* Suhlr;i'r in i;-,plicuic ij:s li*rd csl:ics icgrihp:- r..jij'i r.l:c sc*rr;zeC PiFrflc
of the accomplishecl BIR Fontr saveci in CD on a per schooi -basis;

r Deadline of submission of the required hard anri soft copies rnriil be on
or before February 1?, 2A24 at the Recr:rcts Unit of the sc;hoois
divjsion office (SDO).

'). Cop-ri33 of the BIR Forrn '2316 a-re no.".v avarlal-r1e for pick-up at the l?-ecords
unir of the sDo.

3. For inforrnation and compliance.
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Encl: As stated
Reference: None
To be indicated in the Pemetual Index

Under the following subjects:

BIR FORM 2316

Accf/J\lM-Submission of Form 2516
OO1/Februarg 5, 2A24

re$rn 53 fffi Address: grsv. Rizal. science citvof Mufroz.311e


