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24 January 2023

MEMORANDUM CIRCULAR NO. 3

Series of 2023
TO : VSU Main Regular/Casual/Contractual Faculty and Staff (including PCC)
RE : BIR Form 2316 - Certificate of Compensation Payment/Tax Withheld

This is to inform all concerned employees that your BIR Form 2316 or the Certificate of
Compensation Payment/ Tax Withheld for the year 2022 is now available at the Office of the
Head of Accounting. Per BIR guidelines, each employee who received a salary, honorarium, or
any other form of remuneration from the employer during 2022, must have a BIR Form 2316
prepared, filled out, and issued by the employer to be submitted to the BIR by the employer in
behalf of the employees.

With this, please get your BIR Form 2316 for year 2022 at the Office of the Head of Accounting
(c/o Ms. Chizka Mae M. Estallo).

A representative/authorized personnel is allowed to get the BIR Form No. 2316 provided that
the owners have given their consent (Refer to the attached sample authorization letter).

Please fill out the necessary fields in the BIR Form 2316 and kindly return the accomplished file
on or before February 10, 2023 to the Office of the Head of Accounting since the forms will be
collated and submitted to BIR.

Below is a quick guide on filling out BIR Form 2316:
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1. ltems 3, 4, 6, 6A, 7, and 8 are required fields to fill out. ltems 6B, 6C, and 6D should be
filled out if applicable.

2. Items 9 to 11 are applicable only if the employee is a minimum wage eamer.
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3. Item 52 should be signed by the employee (ORIGINAL signature per page) and indicate
the details of your Community Tax Certificate (CTC) such as place of issue, date signed,
and the amount paid. You can get your CTC at the Local Government Unit c/o
Treasurer's Office. Any valid Gbvernment-Issued Identification Card is also acceptable.

4. Item 54 should be signed for employees who are qualified under substituted filing of
Income Tax Return (BIR Form 1700). This is applicable to employee who received
purely compensation income from one employer without other source of income (e.g.,
business income). This means that the BIR Form 2316 will be filed in lieu of BIR Form
1700.

For any concerns, please contact Ms. Chizka Mae M. Estallo of the Office of the Head of
Accounting Office.

For your information and strict compliance. Thank you.

DANIEL LESLIE S. TAN
Vice President for Administration and Finance
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DEPARTMENT-UNIT
Vl S AY AS LETTER HEAD

STATE UNIVERSITY

Date

NICK FREDDY R. BELLO

OIC-Head, Office of the Head of Accounting
Visayas State University

Baybay City, Leyte

Thru: CHIZKA MAE M. ESTALLO
Remittance In-charge
Office of the Head of Accounting

Dear Sir:
The following employees as listed below hereby authorize Mr/ Ms.

to act on their behalf to get the BIR Form 2316 -
Certificate of Compensation Payment/Tax Withheld from your office.

No. | Name (Last Name, First Name, Middle Initial) Signature

A WN -

(add more rows as necessary)

Please acknowledge receipt hereof.

Very truly yours,

Name of Head (with signature)
(Department/Office)
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