
REPUBLIC OF THE P}{iLIPPINES

DEPARTMENT OF FINANCE

BUREALT OF INTERNAL REVENUE

Biis,rt,Li ?L ryiitl t ,,[iffin-u l"fiiir-1t.fi ii't"i(_!:,t-.L/ j":rr.i :,,0.f F: M ,

6i'tt 'i rr 2ttE. I +

Hf,CH E\Wft

SUBJECT

TO

April 14,2A16

RtrVE,I\Utr MEMORANDT]M ORDE,R NO. /9. lDIb

Prescribing Additional Policies, Guidelines and Procedures in the Processing
of Application for Registration of Non-Individual Taxpayers Under the
Electronic Tax Inforrnation System (eTISl) - Taxpayer Registration Svstem
(rRS)

AII Internal Revenue Officials, Emplo.'7ees and Others Concernerl.

I. OB.IECTIVES

1. This Order is being issLred to prescribe the policies, guidelines artd procedLrres on the encodirrg
and scanning of other inforrnation and related documentatl, requirernents for the Registratiorr of
Non-individual taxpayers in eTISI-'IRS pilot district offices.

2. To rninirnize tlre processing time of applicatiott for registration of non-itrdividLral taxpavers in

eTIS 1-TRS pilot district offices.

II. POLICIES AII{D GUIDELINES

1. One (1) scanner shall be provided to each pilot Revenue District Office (RDO)/Large Taxpa)/er
Assistance Division (LTAD)/ Excise Large 'faxpayer Regulatory Division (ELTRD)/Large
Taxpaver District (LTD) - MakatiilTD Cebu using e'llS-1 - TRS.

2. The scanner shall be located in the Client Support Section (CSS)/Registration Section area.

3. There shall be a designated desktop cornputer where the scanner will be cottnected in the

CSS/Regi stration Frontline Service.

4. Scanner shall be used by the CSS/Registratiori Persotrnel solely for the applicatiorr for'

registration of non-ind ividual taxpayers.

Scanning of documents and encoding of stocklrolders/rnernbers/parlrters inflorrration in the

registration of non-individual taxpayers usirtg eTISI-TRS shall be done back-end to rriinirnize
processing tirne in the fi'ontline services.

All hard copies of application form atrcl scartned docurnents shall be kept f'ollou,ingthe existing
policies a-nd procedures in the safekeeping ancl recorcJs disposition schedule o1'the BLrreau.

III. PROCEDURES

A. The CSS of RDO/LTADiELTRD/LTD MakatillTD Ccbu sh:rll:

L Receivethe application fbr registration of non-individual [axpril'ers (BIR Forrn No. 1903) rvith

docuntentary requirernents fi'orn the taxpa)'er or dLrly authorizecl represetttaiil'c.

2. Valiclate completetress of the requirements aricl starttl;ccl received copics of'application.

3. L:ncode the bLrsiness ilrf orrlation l)cr application l'ornt irr el'lS I - 'i'RS except tbr thc

stocl< I r o I cl c r':;/nt e tri b et's/Jra rtners i n {brrn a t i on .
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4. Scap the following documentar-v reqr-rirements in poftable docttrnetrt forrnat (.pdO u'ith a

rrraxirlunt file size of 1 rttegabvte (MB) before the end of the da1':

a. Secgrities ald E,xchange Cotntnission (SEC) Certificate of Registratiorl (COR):

b. pageis of the Articles of Incorporation/Parlrrership sliorving the rlallle of tlre

i ncorporators/Partl-lers :

c. proof of Registration/Permit to Operate w'ith BOI. BOI-ARMM. SBi\4A. BCDA . PFZA.

Create a folder for eaclr taxl;ayer r.r,irere the scanited docLtrtrertts u'ill be saved. T'he folder shall

be saved in a sltared directory fbllor.ving the filename fortnat:

RD O _T I N_B RA IV C H C O D E _iVA TVT E O F TAXP A Y E R _D O C U M E T''I T T 1' P E

).

DOCUM ENT TYPE FILE NAME

I. SEC COR 039 999999999 00000 ABCINC SEC

2. Afticles of lncotPoration
Par-trrerslr ip

039 999999999 00000 ABCINC ;\t{TICLES

3. Proof of Registratiorl/Permit l-o
Operate 039 999999999 OOOOO ABCINC PERMIT

6. [,rpdate all appiications for registration (BIR Forrr 1q03) based on the irlrage of scattrted

docutrettts before the end of tlre day'

B. 'trhe Ilevenue Data Center (RDC) shall:

1. Create a sharecl directory and folder for the frontline user's cotnputer lvhet'e the scatlttet'is

connected.

Z. 'frain the lser on irow to scan, save and get docurnettts from the shared folder ot'directotr'.

IV. EFFECTIVITY CLAUSE

This Order shall take effect irnrnediately.
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Corirrnissiotrer oft Ittternal Revelrtte
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