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SUBIECT: Guidelines For TIN Update

OBJECTIVES

A. To provide clear procedures and institute better control in updating the ACOS
Reference Table of the Tax Identification Numbers (TINs) ol the importers;

B. To reconcile the TIN Records of MISTG and the CHS amd pinpoant the
respective responsibilities of these offices in opdating the ACOS 1IN
Relerence Tabie.

COVERAGE

This Order shall cover all importer’s TIN updates in all pens

ADMINISTRATIVE PROVISIONS

Ao The MISTG and the CIS slall designate (heir respective TIN action persons
who shall be principally responsible in the processing of TIN updates in the
manner hercin provided.,

B. The progress of TIN updates shall be reporied weekly by:
A The CHS action person to the Deputy Commissioner. Imelligenee and

Enlorcement Group (IEG)., copy furnished the Deputy  Commissioner
Management Information System and Technology Group (MISTG); and %



v,

L The MISTC action person (o the [:'I.‘.].:II:H_‘_.’ Commissioner, MISTC, Cupy

Nrnished the Depuly Commissioner, IEG.

PROCEDURAL PROVISIONS
M Fowiew / Update of the ACOS TIN Reference Ta Bl of bin porters TTNs

[ Using the TIN Updale Form No. 1, the MISIG Action-Person shall fill up
coedlumn 1 by wriling the names of the impaorters and on column 2, their

respeclive TINs as sourced from Lhe ACOS TIN Reforence Table and =ign
on the appropriale space provided,

2. The CUS shall verily the information in columns | and 2 agminsl the Cl5S
registered importers” file, The CIIS Action-Person shall then roport 1ts
findings and e recommended course/s of aclion i column 3 theeeol and
sign on the appropriale space provided.  The filled up form shall e
returned to the MISTCG, copy Turnished the Direclor, CHS.

S U the Basis of the CHS findings and recommended action, MISTO shall, il
so rexquired, update the ACOS TIN Beforence Talle accordingly

1 Whatever action taken, the MISTG Action-Person shall report sudch action
i column A and sign on e appropriakes space provided.  The shall then
furnish CHS a copv ol the fully filled up form for ClIS record uprclating
I-“”T"'H‘HE":‘{.

B, T lusion of MNew Imporler's TIN into the ACOS TIN Roference Fablo

Lo The importer shall apply for the inclusion of his TIN to the ACOS
Reference Table by submilling a duly-filled up THN Update Form Ne. 2,
Alached hevete as Annex 2, 1o the Cl1S, Office of the Commissioner.

2. In the case of outports, e said form shall bo filed with e Hstricl
Colleclor concerned, who shall in turn forward the same 1o e CHS
through facsimile, with the original copy and ils supporting documents 1o
lisl o sanil by il o |mn'|.‘-| sl

& The CHS shall evaluate the applivation and report the resulis Uereol willy

the CHS Action-Person filling up columuns | and 2 of TIN Update Form N

F attached hereto as Annex 3, and submilling the same to MISTC.
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V.

S,

1. On lhe basis of the CTIS findings and recommended action, MISTG shall, if
su reqquired, updale the ACOS TIN Reference Table accordingly.

1

Whatever aclion taken, the MISTG Action-Person shall report such action
in column 3 and sign on He appropriale space provided.  Te shall then
turnish CHS a copy of e fully Tilled up form for CHS maord apdakbing
P proses,

HREFEALING CLALUSE

Al Orders, Memorandoms, Circalars or parts Lhereol which are inconsistend
witle this Memormdum  are hereby  deemed  repealed  and/for - madified
aceordingly.

EFFLECTRIY LY

This order shall take ellect immediately.

RENATO AL AMPLL

Coomnnyissioney




TIN Update Form No, 1

'IMPORTER

Gt | S ~ATD

Artirea 1

Recommended Course of
Action by CIIS

Action Taken by MISTG

4

Signed:
MISTG AcHon-Person

Date and Time:

Signed:

CTIS Action Persmﬁ

Date and Time:

signed:

MISTS Acticn-Terson

. Date and Tirme:
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TIN Update Form No. 2
(BOC COPY)

Annex 2

REQUEST FOR TIN UPDATE

CIS Accreditation No.

Tax Identification No.

Importer's Name
Address(es)

e

Telephone No.

Facsimile No. i

Telex

e-mail address 1 =

--------------------------------------------------------------

TIN Update Form No. 2
(IMPORTER'S COPY)
REQUEST FOR TiN UPDATE

ClIs Accreditation Mo.

Tax ldentification No.

Importer's Name
Address(es)

Telephonie No.

Facsimile No.

1
Telex L
e-mail address l_ | _ 1




TIN ldenl@. Form Mo 3

IMPORTER TIN

CAO - LG g

Amiex 3

Action Taken by MISTG

11)

12}

Submilled to the MISTG Action Person the
list of importers with their corresponding
Tax Identification Numbers for inclusion in
the ACOS TINs Reference Table.

Hii;nﬂ'd:

CT15 Action Person

MNale and Time:

I Submitted o the CHS Aclion Porson the

action taken by MISTCG on the above
imporlers” TINs [or vour updaling
purposes.

Signed:

- Ivl]F:'—'i'-G Action Merson

Date and Time:




