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MANDATE
Pursuant to PD 74, the National Tax Research Center (NTRC) is mandated to 
conduct continuing research in taxation to improve the tax system and raise 
the level of tax consciousness among our people to achieve a faster rate of 
economic growth and to bring about a more equitable distribution of wealth 
and income.

Specifically, the NTRC performs the following functions:

1. Conducts research on taxation for the purpose of improving the tax system
and tax policy;

2. Provides comments/position papers on revenue proposals coming from
Congress and other government offices and the private sector;

3. Recommends such reforms and revisions as may be necessary to improve
revenue collection and tax administration;

4. Provides technical assistance to both Houses of Congress and the DOF
pertaining to taxation through studies, revenue estimates of tax proposals
and drafting of bills, among others;

5. Publishes and sends tax guides and tax information materials to officials of
the executive and legislative branches of government as well as the private
sector;

6. Serves as Secretariat to the Fiscal Incentives Review Board (FIRB) which
acts upon applications for tax subsidy of government-owned and/or
controlled corporations (GOCCs) and commissaries;

7. Serves as Secretariat to the Task Force on the Revision of Fees and Charges
which provides technical assistance and monitors the revision of fees of
national government agencies (NGAs) pursuant to AO 31, s. 2012; and

8. Serves as Consultant to the Technical and Executive Committees on Real
Property Valuation on the revision of zonal values for tax purposes.
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QUALITY POLICY
The NTRC is a leading tax research agency that conducts continuing 
quality research on taxation and other fiscal-related matters. The 
NTRC is committed to improve the tax system and raise the level 
of tax consciousness among the Filipino people.

To achieve this, we shall endeavor to:

• Provide timely, relevant, quality studies and responsive technical
assistance on taxation and other fiscal matters to fiscal policy
makers;

• Publish and disseminate timely and relevant tax journals, guides,
brochures and other tax information materials;

• Adhere to the highest standards of professionalism through
continuous competency enhancement and employee
empowerment;

• Provide our personnel with a working environment that is
conducive to achieving our commitments and harnessing their
fullest potential;

• Use appropriate technology for information systems and
processes; and

• Continually improve the effectiveness of the NTRC QMS.
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MISSION
We are the government institution dedicated to promoting a tax 
system that will ensure a fair distribution of the tax burden among 
the Filipino taxpayers.

We are committed to recommend necessary improvements in 
the tax system by conducting continuing quality research on 
taxation and to provide responsive staff support to fiscal policy 
makers.

We are also committed to provide opportunities for 
professional growth and to promote the well-being of our 
personnel.
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VISION
To be recognized as the premier tax research institution attached 
to the Department of Finance (DOF);

To be more motivated and committed team of professionals 
that will continue to provide high quality research and technical 
assistance on taxation and other fiscal related matters to the DOF
and other branches of the government (executive, legislative 
and judicial) and local government units; the private sector and 
international institutions; and

To be using state-of-the-art technology for information systems 
and processes.



6

SERVICE PLEDGE
We, the Officers and Employees of the National Tax Research 
Center, commit to:

Uphold the Agency’s mandated function of providing timely, 
relevant and quality studies and responsive technical assistance 
on taxation and other fiscal matters;

Adhere to the highest standard of professionalism by the 
continuous development and enhancement of our operations, 
systems and processes, to guarantee quality service, and ensure 
clients’ satisfaction;  

Continue to provide personnel growth and development to enhance 
commitment and competency in service delivery; and

Adopt appropriate measures to promote transparency and 
accountability, and prevent graft and corruption.
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LIST OF EXTERNAL SERVICES

        10Fiscal Incentives Review Board  

Secretariat to the Task Force on Fees and Charges     12

Provisions for Services on Research and 
Information Dissemination 14

Provisions for Services on Technical Assistance 
in the Assessment of Tax Bills and/or Tax Proposals  16

     18

20 

Library Services 

Filing of Complaint 
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LIST OF INTERNAL SERVICES

22 

24

26

28 

Administrative Division Procurement of 
Supplies, Materials and Equipment 

Accounting Division Request for Refund on 
Deducted Loan Amortization

Budget Division Payroll Transaction Request

Human Resource Division Request for 
Employee Certification/s and Service 
Records

Human Resource Division Request for 
Employee Certification/s for Salary 
Deductions on Premium and/or Loans Paid 30 
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FISCAL INCENTIVES REVIEW BOARD
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Approved :

MARLENE L. CALUBAG 
EXECUTIVE DIRECTOR
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SECRETARIAT TO THE TASK FORCE ON 
FEES AND CHARGES
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Approved :

MARLENE L. CALUBAG 
EXECUTIVE DIRECTOR
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PROVISIONS FOR SERVICES ON 
RESEARCH AND INFORMATION 

DISSEMINATION
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Approved :

MARLENE L. CALUBAG 
EXECUTIVE DIRECTOR
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PROVISIONS FOR SERVICES ON 
TECHNICAL ASSSISTANCE IN THE 

ASSESSMENT OF TAX BILLS AND/OR 
TAX PROPOSALS



14 16

Approved :

MARLENE L. CALUBAG 
EXECUTIVE DIRECTOR
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LIBRARY SERVICES



18 18

Approved :

MARLENE L. CALUBAG 
EXECUTIVE DIRECTOR
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FILING OF COMPLAINT



20 20

Approved :

MARLENE L. CALUBAG 
EXECUTIVE DIRECTOR
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ADMINISTRATIVE DIVISION
PROCUREMENT OF SUPPLIES, 
MATERIALS AND EQUIPMENT
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1
Submits approved 
Purchase Request with 
complete specifications.

Receives Purchase Request 
for the approval of the Chief, 
Accounting Division

10 minutes Staff, Accounting 
Division

None Purchase Request 

2
Certifies that funds are available 
for the procurement of specified 
items.

10 minutes Chief, Accounting 
Division

None

3 Forwards the Purchase Request 
to the approving officer for 
procurement.

10 minutes Staff, Accounting 
Division

None

4 Approves the Purchase Request 10 minutes Administrative and 
Financial Branch 
(AFB) Proper

None

5
Forwards the Purchase Request 
to the Administrative Division for 
purchase

 10 minutes Staff, AFB Proper

6
Receives Approved Purchase 
Request and proceeds to procure-
ment of requested supplies and 
equipment.

1 day Administrative 
Division

None Signed Purchase 
Request

TOTAL : 1 Day and 
50 minutes

MARLENE L. CALUBAG 
EXECUTIVE DIRECTOR

Approved :
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ACCOUNTING DIVISION
REQUEST FOR REFUND ON DEDUCTED 

LOAN AMORTIZATION
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1
Submits approved loan 
application/renewal from 
GSIS, HDMF and filled  
and signed Request 
for Refund of Salary 
Deductions.

a. Receives approved loan 
application/renewal form.

b. Prepares Disbursement 
Voucher (DV) for the
payment of refund

15 minutes Staff, Accounting 
Division

None Disbursement 
Voucher;
Request for 
Refund of Salary 
Deductions and
Loan form

2
Certifies that funds are available for 
payment of refund

10 minutes Chief, Accounting 
Division

None

3
Forwards the DV and attachments 
to the approving officer.

10 minutes Staff, Accounting 
Division

None

4 Approves the DV 10 minutes Administrative and 
Financial Branch 
(AFB) Proper

None

5 Forwards the DV to cashier for 
appropriate payment through bank 
advice or check.

 10 minutes Staff, AFB Proper

6
Receives DV and attachments for 
payment

1 day Cashier None Signed DV

TOTAL : 1 Day 
and 5 minutes

MARLENE L. CALUBAG 
EXECUTIVE DIRECTOR

Approved :
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BUDGET DIVISION
PAYROLL TRANSACTION REQUEST
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1 Submits Obligation Request 
and Status Form, Disbursement 
Voucher Form, and Payroll.

Receives the documents. Assigns Obligation 
Request and Status number and records in the 
corresponding logbook.

10 minutes Budget and Cash 
Division

None 1. Obligation Request and 
Status

2. )Disbursement Vouchers

2 Forwards all the documents to the Chief, 
Budget and Cash Division.

2 minutes Budget and Cash 
Division

None

3 Reviews completeness of documents and 
post ORS in the Registry of Allotment and 
Obligations (RAO).

20 minutes Budget and Cash 
Division

None

4 Signs the ORS and forwards the documents to 
the Accounting Division.

2 minutes Budget and Cash 
Division

None

5 Records in the logbook, assign Disbursement 
Voucher number and forwards DV and 
supporting documents to the Chief, 
Accounting Division.

15 minutes Accounting Division

6 Reviews and checks the completeness and 
contents of supporting documents. Signs the 
DV if the documents are valid and correct.

30 minutes Accounting Division None

Forwards the documents to the signatories for 
final review and checking.

2 hours Executive Director, 
Deputy Executive 
Director, Chief, 

Administrative and 
Financial Branch

Receives ORS, DV and Payroll. Prepares:
a.) Advice of Checks Issued
b.) Payroll Register
c.)  Summary of LDDAP-ADAs Issued and 
Invalidated ADA Entries (SLIIE)
d.) List of Due and Demandable Accounts 
Payable-Advice to Debit Account (LDDAP-
ADA)

2 hours Budget and Cash 
Division

Submits the documents to the Land bank of 
the Philippines. After 24 hours salaries will 
be credited to the individual accounts of the 
employees.

30 minutes Budget and Cash 
Division

TOTAL : 5 hours and 
49 minutes

MARLENE L. CALUBAG 
EXECUTIVE DIRECTOR

Approved :
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HUMAN RESOURCE DIVISION
REQUEST FOR EMPLOYEE 

CERTIFICATION/S AND SERVICE 
RECORDS
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1 Submits filled up and 
signed Human Resource 
(HR) Request Form

Receives HR Request Form  10 minutes Staff, Human 
Resource Division

None Human Resource 
Request Form

2 Prepares the draft of the requested 
document (e.g. Service Record and 
Certificate of Employment)

1 working day Staff, Human 
Resource Division

None

3 Certifies the correctness of 
the requested document and 
attachments (if needed) thereto.

1 hour Chief, Human 
Resource Division

None

4 Receipt of requested 
document from HR 

Division

Release of the requested 
certification and/or service record.

10 minutes Staff, Human 
Resource Division

None Certificate or 
Employment and/or 

Service Record

TOTAL : 1 work-
ing day, 1 hour 
and 20 minutes

MARLENE L. CALUBAG 
EXECUTIVE DIRECTOR

Approved :
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HUMAN RESOURCE DIVISION
REQUEST FOR EMPLOYEE 

CERTIFICATION/S FOR SALARY 
DEDUCTIONS ON PREMIUM AND/OR 

LOANS PAID



30

1 Submits filled up and 
signed Human Resource 
(HR) Request Form

Receives HR Request Form for 
certifications of premiums/loans 
paid.

 10 minutes Staff, Human 
Resource Division

None Human Resource 
Request Form

2
Forwards the HR Request Form  to 
Accounting Division 10 minutes

Staff, Human 
Resource Division None

3
Receives HR Request Form

10 minutes
Staff, Accounting 
Division None

4 Prepares the draft of the requested 
certification (e.g. loan and/or 
premiums paid on GSIS, HDMF 
and PHIC)

2 working days
Staff, Accounting 
Division None

5
Certifies the correctness of 
the requested document and 
attachments  (if needed) thereto.

1 hour
Chief, Accounting 
Division

6
Receipt of requested 
document from 
Accounting Division

Release of the requested certifica-
tion. 10 minutes

Staff, Accounting 
Division None

Certification of Paid 
Loans/Premium

TOTAL : 2 working 
days, 1 hour and 40 

minutes

MARLENE L. CALUBAG 
EXECUTIVE DIRECTOR

Approved :
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FEEDBACK AND 
COMPLAINTS MECHANISMS



22 32

LIST OF OFFICES


	arta 12619
	ARTA 08032020 1
	arta 12619
	ARTA 08032020 1



