
3rD!ryi. d 6. ShIAdld
0M utl-|t- 0w

Depertnent d GUutation
DATE

Y DryI5ION

,.1:uSEDi
R.EGION X. NORTHENN MINDANAO
DIVISION OF MAI]TYBAIAY CITY

DTVISION MEMORANDUM
NO. Ail , s.2024

TO Asslstant Schools Division S uperintendeot
Chief Educarion Supervisors, CID and SGOD
Public Elemerttuy and S€condary School Heads
Section/Unit Heads
All Others Concemed

BY

FROM CHERRY MA
Schools Di

DATE Jan 0,2024

SUBJECT: RDLEASE AND SUBMISSION OF BIR FORM 2316 Cy 2U2l

l. CenificaE ofCompensation Payments/T&x Withheld (form 2316) is ready for pick
up at the Accounting Unit thru Window L Teaching and non-teaching personnel who are qualified
for th€ substiruted filing per Reyenue Re8ulatioDs no. I l-2013 shs[ sign items 57 and 59.

2 Further, to ensure that all signed BIR Forms 2316 are scanned, submitted and filed
to Bureau of lntemal Revenue or/or before February 28, 2024, one ( I ) signed copy of each form
must b€ submitted to the Drvision Omce not latet lhar^ Fidfi!, Februory 12, 2024 w}ule tlrc
second copy be retained for employee's f e.

3. Only School Heads, Administrative Offrcers and./or Administrative Assistants
assigned per school are allowed to pick up th€ foms at th€ Dvision OIfice and shall also retum
the duly signed forms and transmittal as proof of receipt ofthe personnel

4. A pcnalty ofPhp 1,000.00 per s€ction 250 ofthe Tax Code is imposed for enrployers
who fail to file the form.

Widest disseminaton ofdns Memorandum is desired

TO BE POSTED IN TIIE WEBSITE

5

Address:S.yre Hi-way, Purok 6, Casisahg, Malaybalay Oty
Trltf.x ?ao.: 0€a-314-(xl)4; Telephon€ ilo.i 0€A-413-1246

Emeil Addrcsr: malaybelay,city@deped,gov,ph


