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SUBJECT - Submission of the DULY SIGNED DUPLICATE copy of BIR Form 2316 For
Taxable Year 2017
DATE : February 20, 2018

1. The Bureau of Internal Revenue (BIR) has required all employees to submit the
duplicate copy of BIR Form 2316 (Certificate of Compensation
Payment/Tax Withheld) of their employees who are qualified for substituted
filing to the BIR pursuant to BIR Revenue Regulation No. 11-2013 dated May
20, 2013.

Per BIR Revenue Memorandum Circular No. 1-2003 dated December 27, 2002,
the following are the conditions for those who are qualified for the substituted
filing:

a. The employee receives purely compensation income (regardless of
amount) during the taxable year

b. The employee receives the income only from one employer in the
Philippines during the taxable year

c. The amount of tax due from the employee at the end of the year
equals the amount of tax withheld by the employer

d. The employee’s spouse also complies with all three (3) conditions
stated above.

e. The employer files the annual information return (BIR Form No. 1604-
CF)

f. The employer issues BIR Form 2316 (Oct 2002 ENCS) version to
each employee




. The Accounting Office will release to the concerned employees through the

School Administrators the 2017 BIR Form 2316 starting February 23, 2018.

. The School Administrators must facilitate in signing the BIR Form of the qualified

employees for the substituted filing by accomplishing the SIGNATURE BOX
[ITEM NOS. 57 and 59 of the BIR Form 2316] with original signature in all
copies as shown below:
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. The ORIGINALLY signed DUPLICATE COPY of said form must be returned to

the Accounting Office on or before FEBRUARY 27, 2018 AM.

. School administrators shall see to it that the submission of DUPLICATE COPY

must be in alphabetical order and must NOT be fastened and must be covered
with Transmittal Letter (Family Name/First Name/Middle Name Format). The
Transmittal Letter must duly sign by the School Administrators.

. The same shall then be filed to the BIR on February 27, 2018, otherwise, a

corresponding penalty of ONE THOUSAND PESOS (Php1,000.00) shall be
imposed for non-submission pursuant to Section 3 of said Revenue Regulation.

. School Administrators are advised to photocopy the said BIR Form 2316 for

School File for future references.

. For strict compliance.

Reference: BIR RR No 11-2013

To be indicated in the Perpetual Index under the following subjects:
FINANCE BIR SCHOOL OPERATIONS
OSDS/aac

of

under BIR Form No. 1604CF which has been filed vith the Bureau of Internal R Tax R (BIR Form No. 1700), since | recesved purely compensation income
mmmwmmmummmrmmmnmm
d by my employer (lax due equals tax withheid), that e BIR Form
58 No 1504CFlleaby ermnglo rlomﬂﬂmmun\ymmmm
o jame and that ST F RTINS -
(Head of Accounting/ Human Resource or Authorzed Representalive) had Y




