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REVENUE MEM ORANDUM ORDER NO. 57-2010

June 18, 2010

SUBJECT : Posting of Information Materials in the BulletBoards

TO . All Revenue Officials, Employees and Othemn€erned

. OBJECTIVE

The use of bulletin boards in informing the BIRsdrnal and external stakeholders about
current events and recent developments in the Buaea tax administration should be given
importance.

Toward this end, and in line with the “Making thaliic Know” campaign of the BIR,
this Order is being issued to prescribe the pdieied guidelines to be observed in the posting of
information materials in bulletin boards, partialyathose located near the Entrance and at the
elevator area in the Ground Floor of the BIR Nagiodffice Building.

II. POLICIESAND GUIDELINES

1. Bulletin boards in the BIR shall be used as a vHaddity where important information
concerning the Bureau and other government ageficiePepartment of Finance, Office of
the Ombudsman, etc.) are posted conspicuouslyedsy viewing/reading by all revenue
personnel and visitors in the BIR National Offides such, only_official mattershall be
posted in the BIR bulletin boards.

2. Only the following information materials/documestsall be posted in BIR bulletin boards:

For the Bulletin Board Near the Building Entrance

Information Material OfficeIn-Charge of Material

Notice of MajorEvents Lead BIR office

— includes  conferences, meetings \Aiﬁ{ganlzmg/coordlnatlngthe event

many/external attendees and trainings (should
specify the name of event and its venue and date an
time of conduct)

Important Announcements* for internal and extern@bncerned BIR office
stakeholders — such as Bid Notices, etc.

Media Releases Taxpayer Information and Education




Information Material OfficeIn-Charge of Material

Division

Posters (on BIR and other government agenci&sxpayer Assistance Service and
initiatives that have impact on revenuers) other concerned BIR office

Flyers (on BIR initiatives) Taxpayer Assistance 8@ and
other concerned BIR office

*Should be coursed through/cleared by ACIR, Poéing Planning Service

For the Bulletin Board in the Elevator Area

Information Material OfficeIn-Charge of Material
BIR Weekender Briefs Corporate Communications Divis
BIR Monitor Corporate Communications Division
Index of New Revenue Issuances Corporate CommimnsabDivision
Training Issuances Training Management Division
Health Bulletins Medical, Dental and Welfare

Division

Important Announcements* for BIR employees (j.€oncerned office
StICR)SALA/BIR Cooperative assemblies, electiops,

*Should be coursed through/cleared by ACIR, Poding Planning Service

No personal ads and other non-official announcements/materials shall be posted in the
bulletin boards.

. The preparation of updated information materiads,gosting in the bulletin boards, shall be
the responsibility of the Office in-charge of thaterial, as specified above. The head of said
offices shall:

a) Ensure that all materials for posting in the bulldioards have been duly approved by
their respective superiors to ensure accuracyfofrmation contained therein;

b) Transmit to the General Services Division (GSD) #pproved information materials
(except “Important Announcements”), with correspogd Reference Slip indicating
request for its posting in the designated bullbbard; and

c) Transmit “Important Announcements” to the ACIRlieyp and Planning Service (PPS),
for clearance and approval for posting in the destigd bulletin board.

. All approved “Important Announcements” shall bewarded to the GSD by the ACIR PPS,
with corresponding Reference Slip indicating thaitlsannouncement is approved for posting
in the bulletin board. Disapproved announcemendd sle returned by the ACIR PPS to the
requesting office, with notation on why it was gipeoved for posting in the bulletin board.



5. The General Services Division (GSD) shall be resjine for:

a) Preparing and putting labels (for Events, Annoomeets, Media Releases, Newsletters,
New Revenue Issuances, Training Issuances andhHgalketins) in the bulletin boards,
based on the layout to be provided by the CorpdZatemunications Division;

b) Posting the identified information materials in tBER bulletin boards within the day of
receiptfrom the requesting office; and

c) Maintaining the bulletin boards (i.e. removing okkpired and non-official materials,
securing the bulletin boards thru lock, etc.).

6. Only authorized GSD personnel shall be alloweddst/pemove information materials in the
bulletin boards.

7. All information materials posted/removed by the G8DBm the bulletin boards shall be
forwarded to the Corporate Communications Division,compilation.
1. REPEALING CLAUSE
The provisions of existing revenue issuances instet® herewith are hereby repealed or
modified accordingly.
IV. EFFECTIVITY

This Order shall take effect immediately.

(Original Signed)
JOEL L. TAN-TORRES
Commissioner of Internal Revenue
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