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_| A Certificate of Registration (COR)

fication Number (TIN)_

6 Other Updates

REASON/DETAILS

Lost/Damaged
Change of Accrediled Printer as Requested by
the taxpayer

Pzt Correction/Change/Update of Registration of
Information

Others (specify)

| Closure of Business

| (proceed to Number 8)
Change of Civil Status

|___| (proceed to Number 9)

[ | Update of Books of Accounts
— (proceed to Number 10)

Avail of 8% Income Tax Rate Option

I B. Authority to Print (ATP) Receipts/Invoices

_ I C.TaxClearance Certificate of Liabilities (TCL1)

| DTaxpayerlden(iﬁcahonNumber(TIN)Card
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| A. CHANGE IN REGISTERED NAME/TRADE NAME
Registered Name ___ Trade/Business Name

New Regjstered Name/Trade/Business Name
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Province

1 C. CHANGE IN ACCOUNTING PERIOD (Applicable to Non-Individual) Accounting Start Month

Effectivity Date (mmpp/vyyy)

From Calendar Period to Fiscal

From One Fiscal Period to Another Fiscal Period

From Fiscal to Calendar Period

i D. CHANGE/ADD REGISTERED ACTIVITY/LINE BUSINESS
| New Registered Activity/Line of Business

_1

Effective Date of Change
(MMDD/YYYY)

E. CHANGE/ADD FACILITY TYPE/DETAILS (attach additional sheet, if necessary)
Additional/New Facility ) Facility Type*
| Facility Type PP - ; 3
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_Municipality/City
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12 Declaration

| declare, under the penalfies of perj ry. that this a
knowledge and belief, is true 3
regulations issued under authprity thereof. Fyirther, | g
“Data Privacy Act of 2012 (R.A. No. 10173)/o

.ZL'A (¢

6Iica(ion has been made in good faith, verified by me and to the best of m:
provisions of the National Internal Revenue Code, as amended, and the
ve my consent to the processing of my information as contemplated under the

EVENUE DISTRICT OFFICER
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fatg~and lawful purposes.
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N
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Note: The BIR Data Privacy Policy/ R website (www.bir.gov.ph)
Documentary Requirements

REPLACEMENT/CANCELLATION
A. Certificate of Registration
1. Original Copy of Old Certificate/o
2. Affidavit of Loss, if lost
3. Proof of payment of Certificatibn Fee and Documentary Stamp Tax - o be submitted before the
issuance of the new Certificate
B. Authority to Print (ATP) Receipts and Invoices
1. Original Authority to Print Primary and Secondary Receipts/Invoices
2. New Application Form (BIR Form No. 1906), if applicable
3. Affidavit of Loss, if lost
C. Tax Clearance Certificate for Tax Liabilities (TCL1)
1. Affidavit of Loss, if lost
2. Proof of payment for Certification Fee and Documentary Stamp Tax-to be submitted before the issuance
of the new Tax Ciearance Certificate
3. TCL1, if for replacement
D. TIN Card
1. Affidavit of Loss, if lost
2. Old TIN Card (if replacement is due to damaged card)
3. Marriage Centificate (for change of Family Name)
4. SEC Cenficate (for Change of Corporate Name)

CORRECTION/CHANGE/UPDATE OF REGISTRATION INFORMATION
A. Change in Registered Name/Trade Name
1. Amended SEC Registration/DTI Certficate;
2 Leter Request for temporary use of old rece|
B. Change in Registered Address
FROM OLD RDO
1. Inventory List of unused principal
in the new RDO or request letter for
FROM NEW RDO
1. Photocopy of Amended
business address and Certificate of F
2 mnmpyaymo)(u.ﬂ. Business Permit or Duly received Appi
former i process. the LGU;
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RDO;

e

& wm;'mdnwa"gmmwm(sec)mdmumsym

. dd ctivity/Line of Business
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2. Letter Request for temporary use of old receipts/invoices (for business laxpayers) if applicable.

ANS

ation, for replacement

and
ipts/invoices (for business taxpayers) if applicable.

nd supplementary receipts/invoices for destruction if not to be used
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Articl Incorpor e |
f ation/Partnership bearing the taxpayer's new principal
ends lling of Amended Articles of Incorporation (only for Non-Indvidual

ication for Mayor's Business Permit, if the

Title/Position of Signatory

o

Voo

E. Change/Add Facility Type/Details
1. Appropriate Application for Registration and requirements therein
F. Change/Add Incentive Details/Registration
1. Certificate of Accreditation/Registration from Investment Promotion Agency
Change/Update of Contact Person/Authorized Representative
1. Authorization or Certification issued by Officer enumerated under Section 52 (A) of the Tax Code
(President or representative and Treasurer or Assistant Treasurer of the Corporation)
J. Change/Update of Stockholders/Members/Partners
1. Amended Articles of Incorporation/Cooperation/Partnership

CLOSURE OF BUSINESSICANCELLATION OF REGISTRATION
1. Death Certificate, in case of death of an individual,
2. List of ending inventory of goods, supplies, including capital good:
3. Inventory of unused sales invoices/official receipts (S/OR).
4. Unused sales invoices/official receipts and all other unutilized accounting forms (e.g., vouchers,
debiticredit memos, Celivery receipts, purchase orders, etc.) including business notices and
permnsaswellasCORshallbommlordewmnlouwmmb/BlRMm

officials.

CHANGE OF CIVIL STATUS

1. Marriage Contract or Court Order (deciaration of nuility of mamiage), and
2. Letter Request for temporary use of old receipts/invoices (for business taxpayers) If applicable.

UPDATE OF BOOKS OF ACCOUNT
1. Photocopy of the first page of the previously approved books
Ti F F
A. Manual Books Of Account
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B. Manual Loose Leafl Books Of Accounts
1. Permit to Use Loose Leaf Books of Accounts,
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I

of entries in Books of Accounts

and the number of Loose Leaf used for penod covered
Computerized Books Of Accounts
% + et fo Use Computerized Accounting System (CASYComputerized Books of Accounts





