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Mg MORANDUM FROM THE DIRECTOR
1o : ALL BAR COS STAFF

Subiject : Submission of Required Documents for Renewal of Contract
and Payment for Initial Salary for CY 2022

To facilitate the approval of request for renewal of contract of service and avoid penalties
i the payment of taxes resulting from non-submission of required documents, the
following reminders are issued for your early and appropriate action:

[ Submission of Letter of Intent for Renewal of Contract for January to June 2022 to
the HRMU with the following attachments:
Q. Accomplished Updated Personal Data Sheet
. Medical Examination Results on the following:

Chiest X-ray

Drug Test

Urinalysis

Hematology
C. Copy of Accident Insurance {or the year 2022
peadline : November 30, 2021

3. Submission of Proof of Payment of Individual Annual Registration Fee of PhP500.00
to the BIR for CY 2022 to the IIRMU
Deadline : January 15, 2022

4 Subniission and Filing of Sworn Declaration as basis of withholding ol tax by the DA-
BAR Tor CY 2022 to the Finance Unit
Deadline : January 31, 2022

(f the deadline falls on a weekend, submission shall be on Friday or the last working day
inediately preceding the original deadline.
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Al concerned  are instructed to  coordinate  with the HRMU for issuance and
accemplishent of preseribed forms and submission of documents. The Finance Unit shall
provide assistance in the accomplishment and submission ol required BIR forms.

Lo thas regard, division/section/unit heads are advised to coordinate and  ensure
conmpliance of COS employeces within their jurisdiction.

Faiture to comply shall be dealt with accordingly without prejudice to penalties or legal and
administrative consequences that may arise as a result of negligence or analogous
circumslances,
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Done this I ~day of October 2021.
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