ANNEX “C”


DOCUMENTS TO BE PREPARED AND ATTACHED TO THE CASE DOCKET OF TAX CREDIT OR REFUND CLAIMS ON ERRONEOUSLY OR ILLEGALLY RECEIVED OR COLLECTED TAXES OR PENALTIES IMPOSED WITHOUT AUTHORITY UNDER SECTION 204(C), IN RELATION TO SECTION 229 OF THE NATIONAL INTERNAL REVENUE CODE OF 1997, AS AMENDED (TAX CODE)
1. Table of Contents;
2. Electronic Tax Verification Notice;
3. Documentary requirements under Annex “A.1”;
4. Certification on Internal Revenue Tax Payment, issued by the appropriate office, as prescribed under Revenue Memorandum Order (RMO) No. 7-2016, to ascertain that the erroneously or illegally received or collected taxes were duly remitted to the Bureau;
5. Duly filed tax return/s related to the erroneously or illegally received or collected taxes, with proof of corresponding payment/s remitted to the Bureau;

6. Annual Income Tax Return (AITR) covering the period of claim, if applicable;

7. Audited Financial Statements (AFS) covering the taxable period of claim, if applicable;

8. Delinquency Verification Certificate issued by the Collection Division under the respective Revenue Region that has jurisdiction of the taxpayer-claimant or the LT-Collection Enforcement Division under the Large Taxpayers Service, whichever is applicable;
9. Memorandum Report by the Revenue Officer (RO) signed by Revenue District Officer (RDO) stating the following:
a. The factual basis of the claim; 

b. The legal basis of the claim; 

c. Findings/result from the investigation on the claim by the RDO;
d. The reason(s) for denial/ disallowances, if any, 
e. Memorandum recommending the approval/disapproval of the claim which must include the discussion and verification of the erroneously or illegally received or collected taxes.
10. In case there are review findings that have impact to the claim, memorandum report of the reviewing office as a result of the review and evaluation of the claim for tax credit/refund for approval/disapproval of thereof pursuant to Item I(2) of this Order;
11. BIR Form 0500 Series signed by RDO. BIR Form 0500 series reports should be prepared by the Processing Office and in case there are no changes upon review, the Reviewing and Approving Offices will sign said 0500 series reports. However, in case there are review findings that have impact to the claim, the Reviewing Office will prepare the amended 0500 series reports.

12. Working papers and other schedules necessary to process the tax credit/refund; and

13. In addition to the documents submitted by the taxpayer-claimant, the following shall be prepared and shall form part of the docket of the claim:

	Document to be Prepared
	Annex
	If Claim is Filed in

	
	
	Revenue Region
	LTS

	Tax Credit/Refund Covering Sheet
	“D.1”/

”D.2”
	RDO
	LTAD

	Authority to Issue Income Tax Refund/Tax Credit Certificate
	“E”
	RDO and/or AD if with review findings
	LTAD

	BIR Form No. 0500 series generated from the IRIS-CMS
	“F”
	RDO and AD if with review findings
	LTAD

	Budget Utilization Request and Status (BURS)
	“G”
	RDO and AD if with review findings
	LTAD

	Disbursement Voucher (DV)
	“H”
	RDO and AD if with review findings
	LTAD

	Notice of Approval of Income Tax Credit/Refund

Notice of Denial of Income Tax Credit/Refund
	“I.1”

“I.2”
	RDO and/or AD if with review findings
	LTAD

	Tax Credit Certificate
	“J”
	RDO and/or AD if with review findings
	LTAD


14. Other requirements that may be prescribed by the law or tax issuances.
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