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BIR Toxpoyer Bdeing Schedule

Pursuonl to lhe herein Memorondum doted April 12,2017 lrcm the Olfice of the
City Adminislrolor re: "BlR Toxpoyer Edefng Schedule,' lhis Office hereby odvises
oll Job Orders ond Conlroct of Service Pe6onnel to otlend the BIR toxpoyer
briefing scheduled by the Cily Govemmenl on April 28, 201 7, Fridoy ol 8:00 AM to
l2:00 PM ot the Folk Arls Theoler.

2. Further, this Otfice reiterotes 2"d porogroph of lhe memorondum:
"Furthet do info/,,r oll JOs thot lhis is o mondolorv rcoukement pdor lo
the releose of the BIR Cert'fcote of Regisrrolion ICOR or 8,R Form No.
2303), in rclolion wirh lhei regisrrorion wirh the BlR. Fofure io orrend
woutd meon thot lhey would pe',,o//'E,tlY tchedule lhet tox fuiefing wilh
the BIR Office."

3. Moreover, this Office odvises you lo look ot lhe olloched lefter trom the City
Accounlonl's Office for lhe vorious regislrolion requirements.

4. For informotion ond guidonce.

Personnel Unit
R€cords Unil

rO TE POSIED ON THE WEBSIIE



Republrc of the ,hilippines
Provrnce of Bukidnon

CITY OF MALAYBALAY

OFFICE OF THE CITY ADMINISTRATO
(086) 813-3660 / (0 r8) 813-4707

Apr,I 12,2017

ME ORAI{DI'U:

For guidance
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In line with the recently issued BIR Revenue Memorandum Circular No. 130 - 2016
classii,ing all Job Orders as engaged in the business of providing services, please
direct ArL JOB ORDER personnel and conkactor of services under your supervision
to attend ttre BIR taxpayer bdefmg scheduleC tly the City GoverMrent on April 2E,
2017. Fridav at t:OO AM to 12:OO PM at the Folk Arts Theatre.

Further, do inform a1l JOs that this is a qtqqqlqlI_EeqqEgEeg! prior to the release
of the BIR Certilicate of Regiskation (COR or BIR Form No. 2303), ilr relation vrith
their registration with the BIR. Failure to atteld would mean that they would
persoEally schcdule d-ret tax brieling with tie BIR of{ice.

Attached herewith is the letter fro:n the Ciw Accountant's OIfice for the various
registrationreqr rements.

City



Republic of the Philippines
Province of Bukidnon
CitV of Malaybalay

Offl(. ot the Oty Acrount nt
i088) 813-s672

Apnl17,2OL7

Hrads ol Of8ccs
city Government ol Malaybalay

Dear sirl Madame:

Greetingsl

lh relation with the glR registration requlrements as provided by Bureau of lnternal Revenue
(BlR) Revenue Memorandum Circular No. 130 - 2016 classifying all .lob Orders as entaged in the
business oI providing services, the City Accountant's Office has prepa,ed a list of requirements whkh
are to be complied for by every Job Order personnel following their chan8e in taxpayer classification.
Compliance with the said requirements is now the Job Orde/s perronal rcaponCbillty a5 tiey are no
longer treated as employees of the CGM. To avoid tax implications and facilitate smoother transaction,
kihdly direct allJob de, personnel/ contractor of services under you. supewislon to prepare and take
note of the followin8:

1.) Prepare a properly tllled out BIR Form 1901 (Application for Registration for Self-Employed and
Mixed lncome lndividuals. Estates/frusts). They can secure this form thru the BIR website
lhttp://www.bir.eov.oh/index.php/bir-forms/apolication-torms.html{aflgo11. A sample filled
out form, as wellas a blankform is attached. This can be photocopied and fllled out after.

As this was previously requested by the City Accountlng Office last March 2O1Z
you can get this back from the City Acaounting Omce or fill out another one,
whichever is more convenient-

ii. Updates on the civil status and dependents can be done thru this form (newly

mar,ied or addltioml dependents) as tfiis is the initlal registration a5 a self-
employed individual. After initial registration, you willhaveto file a different BIR

form for updates.

iii. See referehce b€low ,or the reglstration o, tax type:

1. Professlonal

a. Reglstration Fee

b. lncomeTax



c. Non-VAT or VAT; (nor:e: iftaxpayer availed of the substituted
filing o, business tax - none)

2. Non - Professional

a. Registration Fee

b. lncomeTax

c. Non-VAT orVAT;; (note: it taxpayer availed ofthe substituted
filing of business tax - none)

2.) DocumenB required ror BIR registration:

a. 8lR Form 1901- See instrudions above.

b. Confact Service as Job Oder - should indicate whether proressionay not. lf not
indicated, to be understood as Professional. This should be attached individually with
the BIR Form 1901.

i. The service contract can be secuaed from the Gty Human Resource

Management Ofrice {CHRMO)- You can also secure a copy f.om the peEonnel

in<harge ofyour payroll in youa,espective offices.
c. Birth Certificate ofapplicaht
d. Sirth C-enificate ot qualifaed Dependentsi DSWD Cenificate if Foner Parenq DSWD

Ce.tificate if PWD Eenelactor.

e. Ma.riage contaact, if married.

f. Properlyfilled out Notice o{Availment (llOA} ofSubstituted filingof Percentage Tax

Retu.n (ifapplied), A copy is attached as wellthat can be photocopied and lilled out
after.

i. By submitting a Notice ofA\railment, the BIR requirement of issuance of Official

Receipts and the monthlyfiling of Percentage Tax Return can be waived. Hence,

there is no need to issue Offlcial Receipts, as well asfileyour percentage tax

fetulns monthly,

ii. Submitting a Notice ofAvailment would imply that the JO has only one source of
lncome (wages re€eived from the City Govemment of Malaybalay). As such,

those who have other sources (sidelines, part times, other businesses) cannot

avail of this NOA and would be required to file hls Percentage Tax R€tum

monthly as well as isiue Ofi.ial Receipts.

3.) Payment of Php300 annual registration fee using the paynent fo.m (BlR Form 0605) at any

authori2ed bahk. Attached is a blank BIR Form 0605 (Payment Fo.m)Ior reference.

4.) For Professional Job Order Pe,sonnel, they are to submlt a sworn Declaratioh (3 copies, 2 for
the BIR and 1 copy tor the taxpayer) to the Bureau ot lntetnal Revenue (BlR) as required by

Revenue ReSulations No. 3G2OO3 to determine the applicable creditable withholding tax rate
(10% or 15%). lf their annual Sross lncome did not reach Php 720,0q) in a calendar year, they

can avail of the 10% wlthholding rate. This shall be submitted on or b€forc Jun€ 30, 2017 or

within fifteen (15) days after the end of the month the prcfessional's income reaches P720,00o,

whiahevea comes earliet. ln aas€ of lailuae b Submat thc annral dcdaradon/dl5dosJte to the

BlR, the pryo.slrall withhold die tar at dte r.te of 15t6.



They would also be required to pay for therr Professional Tax Receipt with the City Treasurer's
office.

5.) Maintenance of gooks of Accounts ' All lob lrder Personnel are required to maintain their own
books (column.r Notebook and Ledter), which shall be stamped with the BIR upon registration.

6-) All lob Order Personnel are to file and/ or pay their quarterly incorne tar {8lR Form 1701Q) as

lrellas their annual income tax (BlR Form 1701).

Filing can be done online (thru the eBlRForms package in the BIR website - instructions on how
to file are already in the website). Online filing would require the lob order to have an email
address.

quarterly: Aftachments {BlR Form 23061 2307!. to be issued by the LGU {City Accountant's
Office) can be scanned and sent online. No need to submit hard copy.

Annu.l: Aside from submitting the attachmenB online, will have to submit to the BIR the hard
copies 10 days afteronline filing.

Kindly refer to the BIR webslte for more information on the filing requirements under quarte.ly
lncome Tax for Self-Employed lndlv{duals, Estatcs And Trusts (ln.ludhg fhos€ lruidt Mixed
lhcorne, 1.E,, compersatior lncom€ and hcome from Business and/or kacdae of Ptolession):
httDs://www.bir.sov. /index.oho/tax-infornlation /income-tax.html#it006

7.) Attendahce to the mandatory BIR Tax 8riefint - This has been scheduled on Ap.'t 2a, 2077,

8:0o AM to 12:m PM, at the Folk Arts Theat e. Failu.e to attend said schedule would mean that
they would personally sdedule their tax brieling with the BIR office. As this wquld be
aondlcled by thr Bl& questiona aegarding lrre regisrradon may be railed du,lng sald brlefing.

Note that the list is not exclusive. The BIR may require further documents or payments depending
on the taxpayer classiflcation. Kindly have them refer to tfie BIR website {!4!!LEil49yphl} for more
information or be assisled by any authorized BIR personnel.

Hoping for your usual cooperation.

CPA

oty - olc
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BIR TORM NO

Republi( oI the Philippines
Depertment of Fin&[ce

BUR-O-A.L OF INTERNAL REVENUE
Revenue Region No. _

Revenue Disfict Oflicc No.

NOTICE OF .{VAILMENT OF THE, SUBSTITUTED FILING OT
PERCENTAGE, TAX RETURI\

Dete

Name of Tarpeyer

AddrEss

T'r$ayer Identifi .alion Numbcr

Class of Profession or Calling/BBincss

CIRTITICATION

This is to certi8 that I am a NON-VAT rtgistercd pcrson pursuant to the
provisions of f,.EVENUE RrGUI"ATIONS NO. _t thet, in accordrnce sith &e
said Regulations, I have availcd of the "Optioorl RcgirtratioD uDder lte 39lo Find
PcNe trg. Tar Wilhholditrg, in licrr of 6. 3./. Crcditrbb PcrtcDt g. Tar
Wi&holdi.g' Systcm, in ordcr ao b. e itled lo rh€ p.ivikg.s a.cord.d by rh.
{Substituted Perr.ntrge Tar Rctum System' pr€.cribad theEntrder; that, dris
Decl.ration is sulfici€nt &uthority of the Withholding Agent to Mthbold 3yo
Percentrlc Tar from p.Focnts to me on my sdc ol goods .nd/or serviccs, in lieu of
the said 3./. CreditrDlc PeftcBtrgc Tax Wilhholding; .Dd fhaa, I hrve erccuted tbis
Ilcclrrrtioo under Delrdty of perjury pursumt to the provirioBs of Scciioo 26?,
Netional Inicroal Revenue Code ollE -

Tarpayer's Nrme and Signature



ANNf,X'8"

BIR FORM NO.
Republi. of the l'hilippiit€s

D€partnrant ol Finance
AUREAU OF INTER]{AL REI'ENUE

Revende Region No. _
RcveDue Diitrid Omca No.

NOTICE OF AVAILMI,NT OT THO SUBSTITUTED tr'ILING OF
VALUE.ADDED TAX RETURN

D.te

N.mG of Tspryer

Addrc3s

Taxpayer Idcnlifi c-rt'on Numbcr

C'lass of ProfessioD or Calling/Business

CERTIFICATION

Thfu i! to cerlify thet I am . VA'f-rcgistered perEon pursu.nt to the
provisions of REVENUE REGULATIONS NO. _i thsl, in accordarce with fie
srid Rcguleriods, I h.y. ev.iLd of S. rcptiond Rc8istr.rion un&r lhc 1o'l. FiBd
vAT Withholdin& in licu of the l0olo Crrditable VAT wilhholdhg," in ordcr to b€
enti ed to tbc p.iviLges rccorded by the qsubslitua.d VAT Rcturi Syrtcm'
prcrcribcd drercunderi thet, this Dedaration is sumcfunt rulhority of the
*ifhholding .gcnt to firhhold 107. VAT froo prymcnls lo r. on my s.k of
goods a[d/or servi.es; thst, I have crc$ted thfu Dcclrrstion under D€oelty of
pcrjury pursuanl to lhe provisioDs of SectioD 267, Naliond Int rorl Rcvenue Codc
oI lW.

Tarpayer's Namc snd Sigtr.turr



\NNEX "8"

BIR FORM NO.

Republi. of the Philippines
IxDartment of Finance

BUR.EAU OF INTERNAI, REVNNUE
Revenuc Region N(l. _

Revenue District O6ce No.

NOTICE OF AVAILMENT OF TIIE OPTION TO PAY THE TAX
THROUGH THE WITHHOLDING PROCESS

D.te

Naoc of TerDrycr

Addre.s

Tupaycr I dentilicrtion Number

Cl$s of Profe3sion or Cdling

CERTINCATION

This is to cerlify lhrt I arn availing of thc oplior to Day my p.rtentagc
t ,/VAT lhrough the *itbholding proc6s purruant to thc provisioN of
REVENUE REGULATIONS NO. 

-; 
6at, in ac.ordence widr the said

RcguLrtions and Ravenrle Rcg lrtioDs No. 2-98, as ,mcndcd, gross Eaaipts on
account of my sele of good./s.rvice shall b. tithheld at 3yo Percent ge T.r or
109/. VAT, ss lhe cese m.y b., by thc xdthholding rged-payor; 6&t' such tar
wilhhcld shal be co.slituted rs s fmrl lrr prodded thrt rrry source of income
comes only from one payor, otierwise, lhe same shrl! bc consider€d crcditable
which shdl be spplied agrinst Oe totrl percent gc ta!€s/VAT duc for lhe motrth
whcn such tsx wrs withheldi atrd that' I h&ve caec[ted tiir D€clrntioo utder
p€urlty of p.rjury, pursuart to lhe provisions of Se.lion 267' National Intcmrl
Revetru€ Code of 1997.

Tarprycr's Nrme end Signalurt




