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CLUSTOMS M .MQ}-L.!. NDUM ORDER
NO. — A
T ' All Burean DilGcials and Emphoyess uncher e
Oz of the Comrmissimer
SUBFECT: PFades, Regulations and Proceduores in the Reporimg

and Tlpdating of Perzonal and Additional Exemption
amnd Application for change in the Deduction of
Perzonal and Additicnal Excmption

All employess are regpuired o ugsdale their exemiplion in case there has been g chenge of
slabus omd a5 well a5 for new emplovees who have nof yel submilied any BIR form 2305 to e
ACCOUNTING DIVESION.

Tiae of Certificates.-  The cerlilcabes Glel herewnder shall be used by the employer in
the determimation of the amount of taxes fo be withheld.

Failure to Fornish Cerlificate-  Where the cmployes, i viokation of the NIRC, eillber
fils or rofiises to a withholbing exemplion certificate, the cmployer  shall withhold the roes
preseribed under the schedule for zero exemplion of the withwlding tax table determined pursuznt
to the MIRLC.

Application for Choege of Malus-  Compliancs Bequirement. %

{a) et BIR Form Mo, 2305- Certtficadion or Update of Exemaphion and of
lmployer's and Employee’s Information from the ACCOUNTING
TIIWIRIOMN.

(b} These form must be propared o inplacste and shall be submitted to the
BIR. Manila 10" flr RIX 33,

() Adler the BUE has duly approved smd recerved the sand foem it shall be
distribuated s fallowe:

{c:17  COriginal- BIE
(2] Tuplicsle-Bmployee concerned
{e3)  Triplicate-Accounting [hvizion, for updating.
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