Republic of ﬂjt Philippines
Bepartment of Education

REGION VII - CENTRAL VISAYAS
Schools Division of Bohol

Office of the Schools
Division Superintendent
January 31, 2024
DIVISION MEMORANDUM
No. 039 | s 2024

PRINTING AND SUBMISSION OF BIR FORM NO. 2316 OR CERTIFICATE OF
COMPENSATION PAYMENT/TAX WITHHELD FOR COMPENSATION PAYMENT
WITH OR WITHOUT TAX WITHHELD

To:  Assistant Schools Division Superintendents
Chiefs - SGOD and CID
Public Schools District Supervisors
Elementary/Secondary School Principals / Heads
Administrative Officer I1
All Others Concerned

Annually, the Bureau of Internal Revenue (BIR) requires the submission of BIR Form
No. 2316 or the Certificate of Compensation Payment/Tax Withheld for
Compensation Payment With or Without Tax Withheld which must be issued to the
employees and to be submitted to the Bureau of Internal Revenue (BIR). Tt is a
certificate to be accomplished and issued to each employee receiving salaries, wages,
and other forms of remuneration by each employer indicating therein the total amount
paid and the taxes withheld therefrom during the calendar year. The BIR Form No.
2316 shall be prepared in triplicate, to be distributed as follows: original - employee's
copy; duplicate - BIR's copy; and triplicate - employer's copy, to be retained for 10
years. BIR Form 2316 must be signed by both the employer's authorized officer and
the employee, under penalty of perjury. The employer must give the original copy to
the employee, while a duplicate copy is to be submitted by the employer to the
concerned BIR office.

2. Only the employees qualified for substituted filing shall be prepared a-nd subrfl-itted to
the BIR by this office. Otherwise, individuals not eligible for Sl.lbstltutf?q filing are
responsible for filing and submitting their BIR Form 1700. Substituted filing apphes
only to individuals who meet all the following conditions (BIR Memorandum Circular
No. 01-2003): ‘

i.  The employee receives purely compensation income (regardless of amount)

during the taxable year. ' o

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

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

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

v.  The employer files the annual information return (BIR For'm No. 1604-CF)

vi.  The employer issues BIR Form 2316 (Oct 2002 ENCS) version to each employee
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Schools Division of Bohol

While individuals who are not qualified for substituted filing are the following:
i.  Individuals deriving compensation income from two or more employees,
concurrently or successively at any time during the taxable year
ii.  Employees deriving compensation income, regardless of amount, whether
from a single or several em ployers during the calendar year, the income tax of
which has not been withheld correctly (i.e. tax due is not equal to the tax
withheld) resulting to a collectible or refundable return
iii.  Employees whose monthly gross com pensation income does not exceed Five
Thousand Pesos (P5,000) or the statutory minimum wage, whichever is higher,
and opted for non-withholding of tax on said income
iv.  Individuals deriving other non-business, non-profession-related income in
addition to compensation not otherwise subject to final tax
v.  Individuals deriving purely compensation income from a single employer,
although the income of which has been correctly subjected to withholding tax,
but whose spouse is not entitled to substituted filing
vi.  Non-resident aliens engaged in trade or business in the Philippines deriving

purely compensation income or tompensation income and other business or
profession related income

3. To comply with this statutory obligation to the SDO Bohol personnel, all District
Administrative Officers {AOIL} are directed to facilitate the printing of the BIR Form
No. 2316 or the Certificate of Compensation Payment/ Tax Withheld for
Compensation Payment With or Without Tax Withheld for all personnel under the
Schools Division Office' payroll. On the other hand, the Secondary School-
Implementing Unit's Senior Bookkeeper will print their own BIR Form No. 2316 for all
personnel under their respective payroll. However, personnel with warm bodies in the
schools (IU) that are included in SDO's payroll will be printed by the District AQ IIs.
Refer to ANNEX A for the procedures on how to print the BIR form, Deadline of
submission of the signed BIR Form No. 2316 by the employee (with notarized
transmittal per District - ANNEX B) to this Office to the re5pe_cti_ve authorized
representative’s office will be on or before February 12, 2024. Submission beyond the
deadline shall be accepted for signing but the assigned AOII shall be the one to sub.mtt
the documents to BIR. The Authorized Representative who will sign are the following:

Authorized Representative

Gabina F. Ladaran, CPA

CD
CD1
CD2

Diane Cicely A. Jeminez

CD3

Fermin M. Albutra, MPA

lrn-pléme_nting Unit Secondary Schools

School Principal

4. All elementary and secondary schools whose salaries and other emoluments are pefid
under the Schools Division Office are enjoined to provide the.necessgry supplies
needed in the printing of the said form to the District Administrative Officers {AOII).
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Republic of the Philippines

Bepartment of Education
REGION VII - CENTRAL VISAYAS
Schools Division of Bohol

5. All Public Schools District Supervisors {PSDS) are directed to monitor the prompt
submission of their district's BIR Form No. 2316 to this Division. The District AOII will
keep the school’s file and any request for a copy from the field personnel shall be
coursed through them. Any personnel who will cause any delay in the submission
of the BIR form 2316 that are qualified for substituted filing, to this office shall be
liable and responsible for any penalty that the BIR may impose.

6. Immediate and wide dissemination of this memorandum and strict compliance is

hereby directed.
CAS[Q:‘;? JAO.BERTE PhD, CESO VI

OIC -Schools Division Superintendent
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ANNEX A
PROCEDURES ON HOW TO PRINT THE BIR FORM 2316

1. Download the Alphalist Data Entry and Validation Module at

https.//drive. google com/drive/folders/1 K uz 1 8khX 1Stk 1eJ pp_VsMXIisArLn4RC?usp=sh
Choose your corresponding “Congressional District” for Specific Authorized
Representative Signatories. Right click and choose download.

(GABINA F. LADARAN, CPA - CD I, DIANE CICELY A. JEMINEZ - CD 2, &
FERMIN M. ALBUTRA - CD 3)

)
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3. After Complete Download, unzip the file
4. Open the folder of your desired choice (ELEMENTARY FOLDER, SECONDARY
FOLDER, PROBATIONARY FOLDER) and open “bir1604v70.exe”
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5. Input “bir” as User Name and Password (Quotation Mark not included)
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7. Change the Year to 2023 and Click Add/Update under Schedule 1
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8. Search the Employees name by clicking next or previous. Once found, click “form 2316”
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9. An excel will pop-up (BIR Form 2316) for Print. Print it in 3 copies. (Use Long Bond
Paper in printing)
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Reminder:

Segregate the 3 printed copies of BIR Form 2316 in three (3) folders with labels (EMPLOYEE’S
COPY, EMPLOYER’S COPY, and BIR COPY). The District AO 11 for District or the Senior
Bookkeepers for IU shall initially si gn under the name of the Authorized Representative, The

notarized transmittal shall be place on the top followed by the BIR Form 2316 arranged by
School.



Republic of the Philippines

Bepartment of Education

Region VII - CENTRAL VISAYAS
SCHOOLS DIVISION OF BOHOL

January 31, 2024
MS. DEBBIE ANGELES V. GARCIA

Revenue District Officer
Revenue District Office No. 084
Tagbilaran City Bohol

Madam:

This is to certify that the employees listed below are qualified for substituted filing of their Income
Tax Return pursuant 10 the provisions of Section 2.83 4 of Revenue Regulations No. 2

-98, as amended.
Taxpayer Tax Due
No. Name of Employee Identification C:::“nt ;f Withheld and
Number pensation Remitted
Sto Nino Elementary School
- o)
2
3
San Isidro Elementary School |
1
2
fe———— 3 —="0 e e — |__ — —

[ declare under the penalties of perjury, that this declaration has been made in good faith, and to the best of my
knowledge and belief to be true and correct.

Signature over Printed Name of District Administrative Officer 1

SUBSCRIBED AND SWORN to before me this __day of ,20 in , Applicant
exhibited to me his/her 1ssued at on
NOTARY PUBLIC

Doc. No
Page No
Book No
Series of B
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