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What Is This Module About?

Haveyou ever tried to enroll in aschool or apply for ajob?What werethe
requirementsthat you had to accomplish? Did the school or the company ask you to
fill up someforms?If you were, then you have an idea of what thismoduleisabout.

Forms are documentsthat you havetofill up asarequirement for admissionto a
school or to ajob. These are important because they tell the school or company about
you. Thereare many typesof forms. For example, abio-dataisusually required when
you apply for ajob. Another exampleisarequest form for acommunity tax
certificate. Wefill up thisform when we secure acommunity tax certificate. This
certificateisrequired for many other documentsand is proof that you livein acertain
locality. When you sign acontract or any legal document, acommunity tax certificate
number isrequired.

Thismodule shall teach you how to fill up important formsaccurately.

At the end of thismodule, you should be ableto fill up thefollowing forms
completely and accurately: abio-data; anincometax return; acommunity tax
certificate request form; adriver’slicense; aregistration form; and election ballots.

Thismoduleis made up of three lessons:
Lesson 1— Filling Up Forms
Lesson 2— Filling Up Other Forms

Lesson 3— Accomplishing an Income Tax Return

ﬁ; What Will You Learn From This Module?

After studying thismodule, you should be ableto:

¢ tell why itisimportant to fill up formsaccurately;
¢ identify the different partsof aform;

¢ follow written directionsin adocument; and

¢ fill upvariousformsaccurately.



“I Let’s See What You Already Know

Before studying thismodule, look at the following list of forms. Check the
corresponding boxes beside the formsthat you are already familiar with and know
how to fill up.

[] Bio-data

[0 Community tax certificate
[] Incometax return

[] Driver’'slicenseform
[] Election ballots

[] Registration forms

If you checked all theforms, then you are already familiar with the topicsthat
will betaken up inthismodule. Thismodule shall then help you to review how tofill
these up completely and accurately. If you didn’t then study thismodule carefully, it
will help you fill up these forms step by step.



LeEssoN 1

Filling Up Forms

Do you know what forms are? Have you seen or filled up aform before? Wasit
difficult?

Filling up formsisan important skill that needsto belearned. Forms often
requirealot of information. Do you know what thisinformation are about and why is
it important for us to be accurate?

A form often requiresalot of information. Forms ask for information or data
such asyour name, address, date and place of birth, names of your parents, educational
background and so on. Thisinformation must al be provided in acomplete and
accurateway. Thisisaskill that hasto belearned; otherwise, you may providewrong
or incompleteinformation. Forms have many uses. They are used for gathering
information, registration, identification and certification.

Inthislesson, youwill practicefilling up abio-dataform.

After studying thislesson, you should be ableto:

L 2

tell why it isimportant to fill up forms neatly, accurately and completely;

L 2

fill up abio-dataform; and

¢  identify errorswhenfilling up forms.

= Let’s Try This

What formshaveyou filled up before?
Theforms| am familiar with include thefollowing:
1.

2
3
4.
5




Asyou apply for ajob or enroll in aschool, you will encounter many kinds of
forms. You also haveto fill up formswhen you do business. These are called official
documents because they are proofsthat information have been provided and that
something has been agreed on. Study the list below of some of the important forms
you need to know how tofill up.

bio-data

community tax certificate request form
Incometax return

driver’slicenseform

election ballots

survey form
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Why do you think these forms areimportant?

Eachformisfilled up for aparticular purpose. Study the blank bio-dataform on
the next page.



PHOTO

BIO-DATA
PERSONAL DATA
Position desired: Date:
Name: Sex:
City address:
Provincial address:
Date of birth: Place:
Civil status: Citizenship:
Height: Weight:
Religion: Telephone:
Color of hair: Color of eyes:
Spouse: Occupation:
Address:
Number of children, their names and their dates of birth:
Father's name: Occupation:
Mother's name: Occupation:

Their address:

Languages or dialects you can speak or write:
Person to be notified in case of emergency:
His/Her address and telephone:
EDUCATIONAL BACKGROUND

Elementary:

Date graduated:

High school:

Date graduated:

Vocational:

Date graduated:

College:

Date graduated:

Course:
Special skills:

EMPLOYMENT RECORD (From present work backward)

FROM

POSITION COMPANY

Name

CHARACTER REFERENCES

(Not related to you)

Occupation Address

Res. Cert. No. A

Issued at

Passport No.

Issued on

T.LLN.

Place of issue Date

N.B.I. No.

Applicant’s signature




What types of information are required in abio-data? List them down below.

Theinformation required in abio-datainclude:

0.

10.

11.

12.

13.

14.

15.
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Compareyour list with the one in the Answer Key on page 38. Did you get the
correct answers?

What did you learn from this activity?You just learned that aform requiresalot
of information. The good newsisthat you know most of these because they are about
you.

All forms must befilled up correctly, completely and neatly.

Generally, theimportance of aform dependsonitstype. Theword bio-data
comesfrom two words, bio meaning “life,” and data meaning information. It provides
aschool or company important information about aperson. All theinformation
required tell the people you are dealing with— the school or company — about you
and your experiences. Thisinformation will be used to eval uate whether you are
qualified for ajob or eligiblefor enrollment in aschool. See how important it isto
fill up formsaccurately, completely and neatly?

Asidefrom abio-data, there are many other formsthat you need to learn how to
fill up. Some of these forms shall be discussed in the next two lessons.
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Gani wanted to apply asasecurity guard. He went to the Mabuhay Security
Company where he was requested to submit hisbio-data. He bought abio-data
form from abookstore. He filled up the form and submitted it to the company for

evauation.

PERSONAL DATA ‘
Position desired: 19016',am dela Ctn

Name:

Ci{y address: @alamah ¢t. Ma'lm{.

BIO-DATA

PHOTO

Date: Mﬂl’t@\ 23,200

Sex: 44 ﬁl@

Provincial address:

Date of birth: Maﬂ{q :24 IQ?‘L
Civil status: _& Leet (, '11,../:1405
Height:
Religion: Lafanlic
Color of hair: ___bhlazk
Spouse: ___Nopa

Address:

Place:

Citi.zenship: m‘, ",I-?,/,llj)}u'n
Weight:

Telephone: _ <0 249,

T
Color of eyes: P,m;/y\‘

Occupation:

Number of children, their names and their dates of birth:

Aboveisapart of Gani’sbio-data. Read it carefully. Doyouthink it will givea

good impression of Gani? Why/Why not?

Based on Gani’shio-data, will you hire him?Why/Why not?

Compare your answerswith those in the Answer Key on page 38.




L ook at theway Gani’sbio-dataform wasfilled up. Notice that Gani may not be
accepted for thejob he applied for. He made alot of mistakesin hisbio-dataand
therefore might not create avery good impression.

A bio-datahasto befilled up completely, accurately and neatly becauseit tends
to givea school or company animpression of you. To create agood impression
therefore, you must learn to fill up abio-data properly.

Study Gani’shio-dataagain.
Do you think Gani canimproveit?

The parts of abio-dataarelisted below. Check the corresponding boxes of the
items Gani filled up properly and cross out those he did not.

Personal Data
Position desired
Date

Name

Sex

City address
Provincial address
Date of birth
Place

Civil status
Citizenship
Height

Weight

Religion
Telephone number
Color of hair
Color of eyes
Spouse
Occupation
Address

[ ] Number of children, their names and their dates of birth

J0odoooooouooooooot

Compare your answerswith thosein the Answer Key on page 39. How well did
you do?
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L et usdiscussthe parts of abio-datain detail. Some reminders on how tofill up
eachitemaregiven. Let’ssee how well you understand and follow directions. Make-
believeyou arefilling up abio-data.

Areyouready? L et’'sstart.

Personal Data

¢

Position desired—refers to the position you are applying for. For example,
security guard, secretary, receptionist, factory worker, etc. If thereisacode
for the position, placeit beside the position title. A company usually
provides codes for its positions.

Date—refersto the date when you filled up the bio-data. Make sureyou
indicate the following: month, day and year. For example, March 11, 2001.

Name—is perhapsthe most important information in any form and refersto
your complete nameincluding your first name, middle name and family
name. For example, Gani Callosde Jesus.

Sex—refersyour gender, that is, either male or female.

City address—refersto where you are staying in the city while looking for
ajob. Make sureto include the number of your house, street, village,
barangay or municipality, city or province. Indicate your zip codetoo for
ease in correspondence. For example, 65 Cornell Street, Wackwack Village,
Mandaluyong City 1555.

Provincial address—refersto your addressin the province where you
originaly camefrom. Make sure you include the number of your house,
street, village/barangay or municipality, city or province. Indicate your zip
codetoo. For example, 10 Matiyaga Street, Barangay Kabo, Maryville
Village, Batangas City 4200.

If you do not have aprovincial address, you canwrite N/A which stands
“not gpplicable.”

Date of birth—refersto the date when you were born. Make sure you
include the month, day and year of your birth. For example, October 5, 1962.

Place of birth—refersto where you were born; the city or municipality of
your birthwill do. For example, Manilaor Calatagan, Batangas.

Civil status—indicates whether you are married, single or awidow/
widower.



Citizenship—refersto your nationality. For example, Filipino, American,
Indonesian, €tc.

Height—may be expressed in either feet and inches or centimeters. For
example, if you are 5 feet and 6 inchestall, you can write either 5'6” or 165
cm.

Weight—may be expressed in either pounds or kilograms. For example, if
you weigh 105 pounds, you can write either 105 |bs. or 47.73 kg.

Religion—refersto a cause, principle or system of beliefs you hold on to.
For example, you may be aRoman Catholic, Muslim, Iglesiani Kristo, €tc.

Telephone—refersto the number of your telephone line or the number
where you can be contacted. For example, 433-8873. If you have morethan
one contact number, you may indicate all of them here.

Color of hair—refersto the color of your hair when you filled up the bio-
data. For example, brown or black.

Color of eyes—refersto the original color of your eyes. For example,
brown or black.

Spouse—refersto the complete name of your spouse (husband or wife) if
you are married. For example, MariaReyes Santos. Make sureyou indicate
your spouse’s compl ete name—his/her first name, middle name and family
name. You may choose not to write his’her middle nameinfull. Inthiscase,
you may simply indicate his’/her middieinitial. Write N/A if you are till
single.

Occupation—refersto your spouse’sjob. For example, farmer, secretary,
clerk, etc.

Address—refersto the complete address of your spouse. Make sure you
include the number of his/her house, street, village/barangay, municipality,
city or province. Write his’her zip code too. For example, 22 Makabul os
Street, Barangay Bangkal, Bago Bantay Village, Mandal uyong City 1555.

Number of children, their names and their dates of birth — refersto
the complete names of your children, their ages and their dates of birth. For
example, if you have one child, Macky Callosde Jesus, 1 year old,
September 24, 2000.

Father’s name—refersto the complete name of your father. For example,
Ernesto Martinez de Jesus. Make sure you indicate your father’sfirst name,
middle name and family name. You may choose not to write hismiddle name
infull. Inthiscase, you may smply indicate hismiddleinitial. If your father
isalready dead, write* deceased” after hisname.

Occupation—refersto your father’sjob. For example, carpenter, farmer,
etc. If heisnot working anymore, write“retired.” Or if he doesnot havea
job at thetimeyou arefilling up the bio-data, write“ unemployed.”

10



Mother’s name—refers to the complete name of your mother. For
example, NenaReyes Callos. Make sure you indicate your mother’sfirst
name, middle name and family name. You may decide not to write her middle
nameinfull. Inthiscase, you may simply write her middleinitial. If your
mother isalready dead, write“ deceased” after her name.

Occupation—refersto your mother’sjob. For example, dressmaker, cook,
etc.

Their address—refersto your parents complete address— the number of
their house, street, village/barangay, municipality, city or province. Write
their zip codetoo. For example, 22 Makabul os Street, Barangay Bangkal,
Bago Bantay Village, Manda uyong City 1555.

L anguages or dialectsyou can speak or write—refersto other languages
or dialectsyou speak or write aside from Filipino. For example, English,
Ilokano, etc.

Person to be notified in case of emer gency—refersto the person you
want to betold in case something bad happensto you. He/She may beyour
father, mother or spouse.

His/Her address and telephone—refersto the complete address and
telephone number of the person you want to be contacted in case of
emergency. Make sure that you include the number of his’her house, street,
village/barangay, municipality, city or province. Write his'her zip codetoo.
For example, 22 Makabul os Street, Barangay Bangkal, Bago Bantay Village,
Mandaluyong City 1555

Educational Background

¢

Elementar y—refers to the compl ete name of the elementary school where
you graduated from including its address. For example, Pifiahan Elementary
School — Quezon City.

Date graduated—refersto the date you graduated from elementary school.
Themonth and year will do. But if you do not recall the month, indicating the
year isenough. For example, March 1976 or 1976.

High school—refersto the complete name of the high school where you
graduated from including itsaddress. For example, Manila Science High
School — Manila.

Date graduated—refersto the date you graduated from high school. The
month and year will do. But if you do not recall the month, theyear is
enough. For example, March 1980 or 1980.

11



¢ College—refers to the complete name of the college or university you
graduated from including itsaddress. For example, Far Eastern University —
Manila

¢+ Dategraduated—refersto the date you graduated from college. The month
and year will do. But if you do not recall the month, indicating theyear is
enough. For example, March 1984 or 1984.

¢ Course—refersto the course you took up and finished in college. For
example, “BS Secretarial” or BS Computer Science.

¢  Special skills—refersto skillssuch asdriving, typing, etc. which will make
youfit for the job you are applying for.

¢ Vocational—refersto the complete name of the vocational school you
attended, if any, including its address. For example, Samson I nstitute of
Technol ogy—Cubao.

¢+ Dategraduated—refersto the date you graduated or received acertificate
from the vocational school you attended. The month and year will do but if
you do not remember the month, the year will do. For example, March 2000
or 2000.

Employment Record

Your employment record will show your current and previousemployers, if
any. Init, you should list down the names of the companiesyou have worked for
from the most recent to thefirst job you ever had. The“From” column will show
the date you started in acompany whilethe* To” column showsthe dateyou
stopped working for that company. These dates may just include the month and
year or just theyear if you don’t remember the month. The“Position” column
will show your positionsin the companiesyou are currently working or have
worked for inthe past. Finally, the“ Company” columnwill show the complete
names of the companiesyou are currently working or have worked for in the past
including their addresses. Thisway, the company you are applying to can keep
track of your professional status, if any.

Character References

Character references are people who may tell the company to which you are
applying how you are asaworker. You should indicate their compl ete names,
positions held and complete addresses. For example, Josie L. Cruz, Supervisor,
Star Paper Company, 434 Boni Avenue, Mandaluyong City.

If you have never been employed before, you may still list down character
references who may be neighborsor friends. They should be able to describeyou
very well intermsof being an employee/aworker.

12



Miscellaneous

¢+ Residence certificate number—a residence certificate is aform from
your city/municipal hall which provesthat you arearesident of acertain
locality and that you have paid acertain feefor being so. Each of these
formsisassigned a particular number, for example, 00563226.

¢ |Issued at—indicates wheretheresidence certificate wasissued. Thisis
usually stamped on the certificate. For example, Manila

¢ |Issued on—indicates when the residence certificate wasissued. For
example, March 14, 2000.

¢  TIN—indicatesyour tax identification number whichidentifiesyou asa
taxpayer. For example, 148-605-906.

¢ NBI number—indicatesyour National Bureau of Investigation (NBI)
number which identifiesyour recordswith the organization. For example,
41-786.

¢ Passport number—apassport can serve asaform of identification usually
assigned acertain number each. For example, 205631.

¢ Placeof issue—refersto the place where your passport was issued. For
example, Manila, Philippines.

¢ Date—indicateswhen your passport wasissued. For example, March 22,
1993.

¢ Applicant’ssignature—showsyour signatureto signify that you have been
truthful inyour application.

Thefollowing are someguidelinesfor filling up forms accurately.

1. Makesurethat theinformationyou aregiving iscomplete and accurate,
writing an incompl ete addressfor example, may makeit difficult for the
company you are applying to to contact you by mail.

2. Check if you spelled the words and wrote the numbers correctly.

3. Writeneatly and legibly. Do not use pencil. Use only blueor black ink in
filling up forms. Or better yet, use atypewriter or acomputer.

4. Submit formsontime. Find out when the deadlines are and comply with
them.

Keep theseguidelinesinmind. They will help youfill up formsaccurately.
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Fill inthe blanksto compl ete the following statements.

Make surethat the information you aregiving is and
. Writing an incompl ete address, for example, may make
it difficult for the company you are applying to to contact you by mail.

Check if you the words and the

numbers correctly.

Write and . Do not use pencil. Use

only or ink in filling up forms. Or

better yet, use a ora

Submit formson . Find out when the deadlinesare and
with them.

Compare your answerswith those in the Answer Key on page 38. Did you get all
the correct answers?

? Let's See What You Have Learned
@)

Fill up the blank bio-dataform on page 5. Make sureto follow all the guidelines
given earlier. Be honest and sincereinfilling up the form.

Afterward, compareit with the properly filled-up formin the Answer Key on
pages 39 and 40. How well did you do?

73 Let's Remember

You should follow certain guidelineswhenfilling up forms.

Filling up forms accurately isthefirst step in getting into a school or
company you areinterested in.

14



LESSON 2

Filling Up Other Forms

InLesson 1, you practiced how to fill up abio-dataform neatly, completely and
accurately. You also learned what forms are and how important they arein your daily
life. Aside from bio-datas, there are many other kinds of forms. Theseinclude
community tax certificate request forms, drivers' licenses, election ballots,
registration formsand survey forms.

Thislesson shall tell you how important these forms are aswell ashow to
correctly fill them up. Note that these forms generally require information that are
also present in abio-data. You may then apply what you already learned in Lesson 1.

After studying thislesson, you should be ableto neatly, correctly and accurately
fill up acommunity tax certificate request form, adriver’slicense, an election ballot,
aregistration formand asurvey form.

] Let's Read

Read thefollowing and find out about the other kinds of formswe usually fill up.

Pepito isthe son of farmer who just turned 18 aweek ago. Hisfather was
considering teaching him how to drive so he can help deliver their produce. So, one

day...

Father: Do you want to help me at work, Pepito?
Pepito: Of course, Father. How can | helpyou?
Father: See, iho, my sight isnot asgood asit used to be. | need

someoneto drivefor mewhenever | go to the market to
deliver our farm produce. So, I’ m planning to teach you how
todrive. But first, why don’t you go to the municipal hall and
get acommunity tax certificate, Pepito?

Pepito: Sure, Father. 1’1l just change and go now.

After afew months, Pepito learned how to drive and wasready to get hisown
driver’slicense. So, he went to the Land Transportation Office. . .

Pepito: Good afternoon, ma am. | would liketo apply for adriver’'s
license. What am | supposed to do?

LTO Personnd: Youjust havetofill up thisform here and submit all the
necessary requirements.
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After some months, Pepito decided he wanted to become amember of the
youth organization in their town. So, heinquired from their office thefollowing

day...

Pepito: Excuse me, my nameisPepito de Jesusand | would like
to become amember of your organization.

Youth Club Member: Oh, that isso niceto hear. Just fill up thisregistration
form and pay thesmall feeand you'reall set.

Pepito: Thank you. | heard alot of good things about your club.

Youth Club Member: That’sgood. You might know somefriendswho aso
wanttojoin...

Pepito: Yes, | might. Don’t worry, I’ [l inform them.

Youth Club Member: Thank youandwe |l seeyou during the orientation next
week.

Soon the election period arrived. The youth organized a survey on who would
make the best |eadersfor their town.

Pepito: Good morning, sir. We are part of theYouth inAction
Organization and would like you to be part of the survey
that we are conducting regarding the upcoming el ections.

Community Member: Good morning to you too. So, what should | do?

Pepito: You just havetofill up thissurvey formthenwe'll beon
our way.

Community Member: Sure, why don’t you comein and sit downwhilewaiting
for meto finish.

When election day finally arrived, Pepito was so excited to vote for thefirst
time. He went to the precinct asearly ashecould. . .

Pepito: Hello, ma am. I’m hereto cast my vote.

Election Inspector:  Okay, just fill up thisballot and then cometomeso| can
tell you what to do next.

Pepito couldn’t believe ayear had already passed. Helearned alot and isnow
more ready to take on the next years of hisadult life.

o

7
:ﬁ:{& Let’s Learn

Do you know what acommunity tax certificateisfor? Why dowepay a
community tax anyway?

The amountsthe government gets from our community taxesgo into their funds
for building roads, bridges and the like for the people of a certain community. A tax
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certificate ensuresthat everyonewho hasit has paid his/her due and can avail of the
servicesand structuresthat alocal government provides.

Have you ever seen an application form for acommunity tax certificate before?
How doesit look?

If you have never seen one, look at the exampl e shown below.

Declaration under oath
SURNAME FIRST ' MIDDLE TAXPAYER'S IDENTIFICATION NO.
NAME
ADDRESS SEX CIVIL STATUS
CITIZENSHIP ICR. No. (if an dien) PLACE OF BIRTH DATE OF BIRTH
PROFESSION/OCCUPATION/BUSINESS - HEIGHT ] WEIGHT RESIDENCE TAX DUE
|

BASIC RESIDENCE TAX DUE
ADDITIONAL RESIDENCE TAX on the following items owncd or earned in the Philippines TAXABLE

(Tax not to exceed (P5000.00) | AMOUNT

1. Assessed value of real property (P1.00 for every P1000.00)

2. Gross receipts of earnings derived from business during the preceding year P£.00 for every

£1000.00

3. Salaries or gross receipts or earnings derived from exercise of profession or pursuit of any
occupation (P1.00 for every P1000.00)

Prior res. cert. .
NO. v TOTAL

Date ...oooviinniiinns
Place .......ooveinnn

Taxpayer’s signature
SWORN TO and subscribed before me this ...

Administering officer

What information are usually asked for in the application form? Arethey similar
to those being asked for in abio-data?

Let's see.
The sameinformation are usually asked aside from thefollowing:

1. ICR number—only neededif you areaforeigner who has madethe
Philippines his’her country.

2. Residencetax due—isdependent on whether you have ajob or not and how
much you actually earn plusthe basic residencetax due.

3. Basicresidencetax due—refersto the basic amount the taxpayer hasto
pay aside from how much he/shewill be charged based on his/her earnings
per year.

4. Additional residencetax—refersto the amount the taxpayer hasto pay
depending on hig’'her total earningsfor theyear.
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10.

Total—isequal to theamount identified in the residence tax due portion.

Prior residence certificate number — refers to the number of your
previous residence certificate.

Date— refersto the date you got your previous residence certificate.

Place — refers to the place where you got your previous residence
certificate.

Taxpayer’ssignature— refersto your signature to show the authenticity of
all theinformation written in the application form.

Certification — filled up by an administering officer in the municipal or
city hall to authenticate the certificate application of the taxpayer.

Administering officer — refersto the signature of the officer who saw to
thetaxpayer’sapplication.

4 Let’s Try This

| dentify the missing parts of the community tax certificate below.

CITY OF MANILA

Declaration under oath

SURNAME FIRST MIDDLE 1
NAME

PALACIO, MARIVIC DIATA i
ADDRESS <
57 NEW YORK STREET, CUBAO, QUEZON CITY 1109 F
CITIZENSHIP 1. PLACE OF BIRTH s
FILIPINO N/A QUEZON CITY /
PROFESSION/OCCUPATION/BUSINESS HEIGHT WEIGHT z
EDITOR 5'4" 100 LBS. F
3.
£5.00

ADDITIONAL RESIDENCE TAX on the following items owned or earned in the Philippines 1

(Tax not to exceed P5000.00) ¢

1. Assessed value of real property (1.00 for every £1000.00) \

2. Gross receipts or earnings derived from business during the preceding year £1.00 for
every P1000.00 \

3. Salaries or gross receipts or earnings derived from exercise of profession or pursuit of
any occupation (P1.00 for every £1000.00) F

Prior res. Cert. A =

No. 10528769
Date Feb. 24, 2000

Place Quezon City

5.

SWORN TO and subscribed before me this twenty-fi
day of February 2001.

Compare your answerswith thosein the Answer Key on page 40. How well did

you do?

18



Let's Learn

Doyou haveadriver’slicense? Do you remember how the application formfor a
driver’slicense looks?

Refer to the blank application form for adriver’slicense bel ow.

REPUBLIC OF THE PHILIPPINES | LTO FORMNG|
DEPARTMENT OF TRANSPORTATION & COMMUNICATION REY 1996

LAND TRANSPORTATION OF FICE A
- ) No. </ 3 A 9 2 4

' N East Avenue, Ouezon City
DISTRICT OFFICE . .
INSTRUCTIONS JJi |- Aeooruen e FommeoReaTiy T QSR IUER WH i AEQUIRED SUPRORTING APPLICATION FOR
2. PRINT DATALEGIOLY N CAPITAL LET TGRS QOCUMENTS DRIVERIS L‘CENSE

NAME famiy Nome. Frsi Name Miodie Name) |
T T T L L P T T T P T L T T LT L T T T T T T T T T T T T T T T T T T
PRESENT ADDRESS (M3 Staet. Cily. Municipakly, Provine: TEL. NO. TO BE ACCOMPLISHED BY LTO PERSONNEL ONLY[
| PREVIOUS ADDRESS (No Stieel, Citv-Muncably Provice: - TEL NG LICENCE NUMBER asencrcon | vae
CITJZENSHI SEX E M) BIRTH DATE (MM Y YT HEIONT (cm.) WEIGHT (rg « I
TYPE OF APPLICATION (TOA) RESTRICTION CODE
0 A NEW » . O E FOREIGN LIC TO NON-PROF O J ZHANGE CIViL STATUS
0 8 2YRS DELIOVENT T OF RENEWAL O K CHANGE NAME 3 1. MOTORCYCLE/MOTORIZED TRICYCLES
OR MORE O G ADDITIONAL RESTRICTION CODE @ L IHANGE DATE OF BIRTH (3 2. VEHICLES UP TO 4500 KGS. GVW
e onor O ® DuPLCATE O W OTHERS [ 3. VEHICLES ABOVE 4500 KGS
1 D PROF TONON-PROF O 1 CHANGE AGORESS 3. VE 0! 00 KGS. GVW
PRl TOR (TLA) T T (DSA) EOUCATIONAL ATTAINMENT (EA) 4. AUTOMATIC CLUTCH UP TO 4500 KGS. GVW
0 1 STUDENT PERMT 0 1 DRIVING SCHOO! o romuaL «. VOCATIONAL [35. AUTOMATIC CLUTCH ABOVE 4500 KGS. GYW
0 2 NON-PROFESSIONAL . :C::E::“‘; s couece {16. ARTICULATED 1600 GVYW BELOW
1 3 PROFESSIONAL 0 2 LICENSED PRIVATE LEMENTA
o+ conpucron Fnson s wonsonoos 5 PSS [37. ARTICULATED 1600 TO 4500 GYW
(38. ARTICULATED 4501 GVW ABOVE
STATE THE YEAR
ORGAN DONOR %
PHLIPPINE DRWVERS LCENSE 019, DISABLED
AIR B OMP 0
0 1. SINGLE .| Ot BLACK D4 GRAY O 1 BLACK O+ uGeT o1 ugHT CONDITIONS
1 2 MARRIED 02 BROWN 05 PSTHE;S 0 2 BROWN 02 MEDUM O 2 AR A WEARING CORRECTIVE LENSES.
i 4 a8l .
O 3 WIDOWER | O3 BLONDE P 1 o s oray g ORIVE ONLY W/ SPECIAL EQUIPMENT FOR UPPER
U 4 SEPARATED () 4 OTHERS 0 3 HEAY 0 3 DARK LIMBS,
N (Specity) c DRIVE ONLY W/ SPECIAL EQUIPMENT FOR LOWER
BIRTH PLACE § Civ-Mun cipality, Provwice} ) LIMBS.
I ! . D_DAYLIGHT DRIVING ONLY,
SPOUSE NAME (Maiden-Lasl Name, Famdy Name)indicale eves f deceased o . E ACCOMPAN[ED BY A PERSON w/ NQRMAL HEAR'NG
FATHER'S NAME [Famiy Name, First Name ‘M1 1indicala ¢ven if qeceased COMPUTATION o' FEES AMOUN'
MOTHER'S MAIDEN NAME (Family Naoia. Furst Nam, M. 3 Indicate sven i 26Co et APPLICATION FEE I
EMPLOYER'S/QUSINESS NAME N TEL. NO. LISCENSE FEE
ADDITIONAL RESTRICTION CODE
EMPLOYER'S/BUSINESS ADORESS CHANGE ADDRESS
FILLTHIS UP, IF YOU HAVE CHANOED YOUR ADORESS PREVIOUS ADDRESS REV'SION OF RECORDS
- ‘ OTHERS (SPECIFY)
FILL THIS UP ONLY IF YOUR NA:: PREVIOUS NAME (Famiy'Name Fusl Naave. Mudie Nante) VALIDITY:
A PREVIGUS LICENGE . TOTAL |P
rrEVIOUS oLRNO. DaTE 1s3UEQ AMOUNT PAID THIS IS TO CERTIFY THAT |HAVE CAREFULLY EVALUATED THIS :
OFFICIAL RECEIPT [ s ) _ | APPLICATION INCLUDING THE SUPPORTING DOCUMENTS TbY TSR e T
¥

A)  Have'you ever bean charged or convicled of any offense {criminal. civil) belore a court of cq_[npélen( jurisdiction? YES O NO O

It "YES", give particulars.
Any fatse stalement in this app

license.
B oy . SUBSCRIBED under oath belore me

7"THIS IS TO CERTIFY THAT THE ) SONATUREOF LICENSEE
;
:

-t « e i = e 84 Sire = B T T T FT R 3 Y e et e e e e e At —
lication or misrepreseniation of facts relative thereto s=alt render the license nult and void ab initio and shall serve as ground to bar from acquiring .

| INFORMATION § HAVE GIVEN
| IS TRUE AND CORRECT.

T Rietrint Hoad 7 Nata

What information not in the two previousformswe have discussed areincluded
here?

Let'stakealook at them in detail.

1. Previousaddress—refersto your address apart from the present oneif, for
example, you moved from one placeto another.
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10.
11.
12.

13.

14.
15.

16.

17.

18.

19.

20.

Telephone number—refersto your telephone number inyour previous
address, if any.

Type of application—refersto what type of application you arefiling for:
new, two years delinquent or more, nonprofessional to professional,
professional to nonprofessional, foreign license to nonprofessional,
renewal, additional restriction code, duplicate, change address, change civil
status, change name, change date of birth or others.

Typeof license applied for—whether you are applying for astudent permit,
nonprofessional, professional or conductor.

Driving skill acquired or will be acquired thru—refers to whether you
will acquireyour driving skill through adriving school or alicensed private
person.

Year when first issued a Philippine driver’s license—indicates when
you first got your Philippinedriver’slicense.

Or gan donor—indicateswhether you are an organ donor or not.
Built—indicateswhether you are of light, medium or heavy built.
Complexion—indicates whether you arelight, fair or dark in complexion.
Previousname—only filled up when you have had your name changed.
Validity—refersto the date when your new name has been approved for use.

Previous official receipt number—refers to the receipt number of your
payment for your previous|icense.

Date issued—refers to the date when the receipt for your previous license
wasreleased.

Amount paid—refersto the amount you paid for your previouslicense.

Previous conviction for a criminal/civil crime—indicates whether you
have been previously convicted of any crimeat all or not.

Signatur e of licensee—provesthat all the information contained in your
application aretrue and accurate.

Restriction code—filled up by aLand Transportation Office personnel and
indicateswhat types of vehiclesyou areonly alowedtodrive.

Conditions—indicates under what special conditionsareyou only allowed
todrive.

Computation of fees—indicatesall the feesyou haveto pay to get your
driver’slicense.

District head/Date—showsthe signature of the head of the office and the
date on which he/she signed your application for processing.
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A Let’s Try This

Match theitemsin Column A with their descriptionsin Column B. Writethe
letters of the correct answersonly in the blanks provided.

Column A
1. Typeof application

2. Typeof license
appliedfor

3. Driving skill acquired or
will beacquired thru

4. Restriction code

5. Conditions

Column B

Indicates under what special
conditionsareyou only allowed
todrive

Can beany of thefollowing:
new, two years delinquent or
more, nonprofessional to
professional, etc.

Indicates what types of vehicles
you areonly allowedtodrive

Can beany of thefollowing:
student permit, nonprofessional,
professional or conductor

Can beeither through adriving
school or alicensed private
person

Compare your answerswith thosein the Answer Key on page 40. How well did

you do?
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Let's Learn

Haveyou ever participated in an election before? If you have, then you know how
aballot looks. If you haven't, thenlook at ablank ballot below to know how it looks.

005769821
PRESIDENT

VICE-PRESIDENT

SENATORS

NGO r®WDE

©

10.
11.
12.
13.
14.
15.
16.
17.
18.
19.
20.
21.
22.
23.
24.

GOVERNOR
MAYOR
VICE-MAYOR

COUNCILORS

005769821

\Voter's
thumb-
mark
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Anelection balot isvery easy tofill up. You just have to remember the names of
the candidates that you will votefor. Then just follow the instructionsthe election
inspector will giveyou.

Among the candidatesin the 2001 el ections, who did or would you most likely
votefor?List them down intheblank ballot givenin Let’s Learn found on page 22.

Didany of your choiceswin?

Filing up registration and survey forms are similar to how wefill up all the other
kinds of formswe have already studied. Just be honest with al your answersto the
given questions.

? Let's See What You Have Learned
©

Fill up the following school registration form.

P FORM 5. UNIVERSITY OF [THE PHILIPPINES CERTIFICATE OF REGISTRATION (REV. 09-99) .
WRITE IN BLOCK LETTERS: Usg an “X" maik in answering Information preceded by abox [} - L
"STUDENT NUMBER NAME (Last, Given. Middle. ¥ 3 married woman, egEice maiden name) - - [De;saﬁaamoa [VERMEY.
e |’ N .
COURSE NO. | 'SECTION JUNITS| DAYS" TIME" | ROOM [LAB. FEE|{ CODE | Tuilion. |
. ) Ml:ci.ﬂ%’ ous
.Student fund : . -
. Laboratosy Fee I
a EDF -! ‘? . ve 54 . l
& [Enlrance M |
n Deposit :* |
E Fine
w TOTAL FEES )
| g ' Less: ScHolarship/Priviege|
2 | v T AMOUNT]PAYABLE L ,
TOTALUNITS Country of Amount Receiysd by:’ . Wﬁ )
Gitizenship CASH: -
STFAP Bracket No. CHECK:
Certified by: LOAN:
"Signature i First Time to enroll in UP? )
;‘.ﬂ Student ORNo " [fule - : Aspount Pakd—]

Compare your work with the sasmplefilled-up school registration forminthe
Answer Key on page41. How well did you do?

7% Let's Remember

+ Different kinds of formsrequire different kinds of information. But al
these have something to do with whatever theform you arefillingupisfor.
If, for example, you are applying for adriver’slicense, theinformation that
theform asksfor have something to do with your driving skill.
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LESSON 3

Accomplishing an Income Tax Return

In the previouslessons, you learned how to fill up different kinds of forms such
asabio-data, an application for acommunity tax certificate and adriver’slicense, an
election ballot, asurvey form and aregistration form. Theseformsarerelatively easy
to fill up since they require simple information.

To further develop your skill infilling up forms accurately, you shall now learn
how to accomplish anincometax return.

After studying thislesson, you should be ableto:
¢  describehow anincometax returnlooks; and

¢ fill upanincometax return accurately.

Let's Learn

Every good citizen filesan incometax return every year. Do you know how to
accomplish anincometax return properly? Don’t worry if you don’t just read this
lesson carefully to find out how.

Theincometax return (I TR) isproof of payment for your annual incometax.
People who areworking, likeyour parents, fill up thisform. AnITR provides
information about your income and the amount of tax you need to pay every year. It
can also prove your capacity to pay for your credit card or other bills. It may also be
required when applying for avisawhen you go abroad or for aloan.
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*\%f Let’s Study and Analyze

Nenaisthe owner of asmall sari-sari store. She accomplished the following
incometax return. Do you think shefilled it up properly? Why/Why not?

DLN:
: BIR Form No.
Republika ng PHipi .
K:gp:war::gg Pznr:aar\salapl ' Annual Income ‘
Kawanifhan ng Rentas internas Tax Return 7 ' O
. (Formerly Form 1701A)
For Individuals Earning Purely Compensation Income January 199

Fill in all applicable spaces. Mark all appropriate boxes with an “X".

BCS Number/item Numbar (To be filled up by the Eﬁs

1 FortheYvear | 1»1 00 0. . ]

Part 1 L Background Information
2 Taxpayer - 2 i 3 4 PSOC 4
identification No. ¥ qig'rz 0,9(3 / 3.3 - 3 RDOCode W , . Code P -
15 Taxpayel‘s Name .. : 3 . . Ly~
[ castro NENA AQUILAR |
LastName: . - ' Flrst Name Middle Name
6 Reglsﬁemd Address T :
v 4a . AG/INA SIREET ]
Ne.(Include Bulldlng Name) R Strest Subdivision Barangay
| buman QUE20N CiTY oy : . |
District/Municipality . Clty/Province - v Zip Code
7» 5 Home ~ iOffice . TA AréalAccess TA 78 Telephone 78
Telephone Number . Code b,___ v Q Number > qLL'l .5 .q lq .4
8 Date of Biith 8
* (MMDDYYYY) w{12(02]19 ,G,—‘ll

l | } ' 0 T PS0C 1
L - .. _l|10 RDO Code » l Code *LL_..__L_J

9  Spouse’s Taxpayer Dl’
identification No. >
12 Spouse's Name

12 |
» I 1
Last Name First Name ) Middie Name
Address of the Spouse ]
| ]
No.(include Bullding Name) Street . Subdivision Barangay -
. DistrictMunicipality City/Province Zip Code
13 Date of Birth 13 . Stamp of Receiving Office
(MM/DD/YYYY) » l | . ) ) and Date of Receipt
14 l—‘] . 157 X o)
14 Number of sheets attached > A . 115 Is this an amended return? ~ » {__lYes .Ni)"

16 Are you availing of tax relief 18 D M
under a special law? > Yes Y.\i No
47 Ifyes, specify special law AT I __.____.._.____I. ;

Partll

Details of Payment

e
"

. Date .
Particulars|Drawee Bank/Agency Number [MM] DD | Y¥YY Amount lete?
[) (Tp filled up
18 Cash/Bank Debit Memo. | 4 oy the BIR)
18A7 198 ]19C l i J19Dij
18 Check >l J > . NP I 2 > D Yes
ZOA[ 1208( l ' -J 20C [
20 Tax Debit Memo > s ] u No
1A 218 21C ] !210
21 Others b . » | 2 , P » -

{Machine Vaildation/Revenue Officlal Receipt Details (if not filed with the bank) -
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{Partin Personal and Additional Exemptions
22 Personal Exemption ’ ’ :
22A Status of Taxpayer (Mark ane box only)
22A >m Slngbl Widow/ Widower/ Married but Legally Sopamud with No Qualified Depondents D Hud of Famity [} Mamod
Spouse ) Taxpayer
: 228 220
Personal EXempHONS .......uweccssssess 'p[ . ] ;.[ L0000 , 00
Name of Guaihed Depéndent “Date of Bith__
Other than Children MM{ DD YYYY Rnlnﬂopahlp
22D “zzsr Jzzrl
L. 1 L
23 Additionat Exemptions l 2381 Jl
{For Married or Head of the Fam‘ly)’ . » .
230 anbof of Qualified Dtptﬂdom Chidren »> I:j
" Name of Qu,lll_ﬂod Dependant ‘Date of Birth :
Children MM | DD |  YYYY
23 L 1 i L L
zaE | E— e 1 d i
23F L | | 1 1
z3d [ i 1 1 1 1. |
24 Total Exemptions (Sum of items 22B & 24A 24B "
23A/22C & 238) .......... L____ _____._’ » 20000 , OO
Partiv Computation of Tax
Spouse Taxpayer
28A 258
25 Gross Taxable Compensation Income >I . l L 3‘[ 850 , 60 J
26 Less: Totat Exemptions(From hem 24r/248) 2“, . 2‘:{ ,’Zowo 00 ]
‘anium pald on health and/or - R
hospmuon Imurnnw fiot ) 26C zo'o,
A Y . .
Total (Sum of s 26A & 28C/: ' 268
268 & 26D) . » ° l
278
27 Taxable Compensation Income . > ! 4.850‘ . 50
. 288
|28 TaxDue : . > a5 . 05'J
20 Less: Tax Crediis/Payments : o - DRI
S A 28 1
Tax Wihliekd' Per BIR Form No. 23167~ | . > .
20¢ 290 ’I
Foreign Tax Credits e o > .
- ‘2E ' 29F
Tax Pald I Returmi Prévioubly Fiéd; Ry o e . ]
¥ this Is an amended retum e
30 Total Tax Credits/Payments 30A 308 ’]
(Sum of tternd 20A, 20C & 20E/ > . > >
Sum of items 298, 20D & 29F) :
‘ MA 318 J
31, Tax Payable/(Overpaymeny). > I VS o — Ao
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M

nlv A : Compnutlon of Ttx(commmd)

o 18.1,3] Iqo oL’ng

a1 L [
|

“AI [ | | |

32°Add: Penaltes. . v : ey S
“Surcharge . SZAL . ] 328 [ ' - I
interest 3zcl . ] 320 r )
Compromise 32£| . J 32F [ . ]I
33 Total Penalties 33A| ] 338 l
(Sum of items 324, 32C & 32€/ »> ] > L] T
Smnofmmazs.azmazr)
34 Total Amount Payable/(Overpayment) _ﬂkl 348
(Sumomams31A&33N31a&385) . L4 J b[ hd
35 .
35 Aqgrogah Amount Payable/(Overpayment) (Sum of items 34A & 348) - . < r L4
" Detalls of Mode of Paylmm : R Amount
. . 36
38 Amount Paid ln this Retum/First instaliment L L] II
37. Amourt Stili Due on or beforg July 15 l . J
|Partv ) Source of Compensation and Tax WIthhold )
. ~ Employers TIN . Amount of Compensation Tax Withheld
H
”A11|||4 xll III L__Iags[ . ® 3ac{ = l
3’A [ L L ! ! 1 I hd 39C ( ° J
]
0A [_L L [ J | l b 40C [ e J
41 TOTAL (Spouse)... [ e L e —]
i

45 TOTAL (Taxpayer)..............cecesiseernnenianennns 45A

I dectare, under the penatties of perjury, that this return has been made in good falth, verified by me, and to the best of my knowledge and betief,

is true and correct, pursuant to the provisions of the National Internai Revenue Code, as amendeg: issued under authority thereo!
46 . a7 NENA A, CASTRO
Authorlzed Agent Signature over Printed Name Taxpayer Signature ovarPrinted Name
Dale lssued
Community Tax Certificate Number Place of issue fmm [ 0D | yvyy Amount
1 ! .
| 24083579 olovezonory  Jaloalisfiaaal, - $1.00)
e e S m
- TAX TAB
If Taxable income Is: - ax Due is:
Not over P 10,000 5%

Over P 10,000 butnotover P 30,000 P 500 + 10 % of the excess over P 10,000
Over P 30,000 butnotover P 70,000 P 2,500 +15% of the excess over P 30,000
Over P 70,000 butnotover P 140,000 P 8500 +20% of the excess over P 70,000
Over P 140,000 butnotover P 250,000 P 22,500 +25% of the excess over P 140,000
Over P 250,000 butnotover P 500,000 ' P 50,000 +30 % of the excess over P 250,000
Over P 500,000 P 125,000 + 34 % of the excess oyer P 500,000

* Effective January 1, 1999, the maximum rate wili be changed to 33% and 32% on January 1, 2000.
[PERSONALEXEMPTIONS

Single/Widow/Widower/Married but legally separated with no qualified dependent P 20,000

Head of the Family P 25,000

For each Married Individual Deriving income ‘ P 32,000
ADDITIONAL PERSONAL EXEMPTIONS { for Married or Head of the family)

For each qualified dependent child, not exceeding four (4) P /000
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Part |

¢

For the year—indicatesthe year for which theincometax returnisbeing
filed. For example, if you plan to pay your taxesfor the year 1999, put
“1999” in thisportion.

Amended retur n—put an 7 inthe box that describesthe type of incometax
return you arefiling. Areyou paying for taxesthat you failed to pay before?

Number of sheetsattached—depends on whether you attached sheetsto
theincometax return or not. If you did, then you should indicate the number
of pagesthat you attached. For example, if you attached three pagesto the
form, thenwrite“03.”

RDO Code (Taxpayer’sand spouse’ s)—thisportionisfilled up by aBureau
of Internal Revenue representative.

Exemption status—one can either be single, the head of the family or
married. If you arenot married, put an 7 inthe box before® Single.” If you
arethe head of thefamily, put an 7 before“Head of thefamily.” If you are
married but are not the head of the family, put an 7 in the box before
“Married.”

Number of qualified dependent children—refersto the number of
children who depend on you for support, that is, 18 yearsold or below. For
example, if you havethree children, write* 3" inthe box.

Isthe wife claiming the additional exemption for qualified dependent
children?—refersto whether your wife is claiming the exemption or not.

The next itemsin theincome tax return require doing some computations. But
don’t worry, thismodulewill teach you how to computefor the values properly. You
can ask the help of the city or municipal clerk for this part if you find difficulty later.

But for now just read on and follow directions carefully.

Part Il

¢

Grosstaxable compensation income (Taxpayer’'sand spouse's)—refers
to how much you and your spouse received as compensation for your work.
Notethat your and your spouse’s gross taxabl e compensation income should
bewritten in separate boxes.

For example, if your monthly income is5000 you must multiply that
by 12 for 12 monthsin ayear and you will get:

5000 x 12 = 60000
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Other taxableincome (Taxpayer'sand spouse’ s)—refersto incomesyou
get from businesses or properties.

Grosstaxableincome (Taxpayer’sand spouse' s)— refersto the sum of
the gross taxable compensation income and other taxableincome.

Gross taxable income = Gross taxabl e compensation income + Other
taxableincome

For example, if your gross taxable compensation income isP60000 and
you earned P20000 more from other sources that year, then your gross
taxableincomewill be:

60000 + 20000 = P80000

L ess: Total personal and additional exemptions(Taxpayer’sand
spouse’ s)—refersto exemptions given by the BIR to us. Since different
peoplereceive different exemptions, it would be wiser to ask aBIR
representative about this. Paying for health or hospitalization insurance can
giveyou additional exemptions.

Total (Taxpayer’sand spouse' s)—refersto thetotal amount of exemptions.

Total = Total personal and additional exemptions+Amount or premium paid
for health and hospitalization insurance

Taxableincome (Taxpayer’sand spouse’'s) — refersto the difference
between your grosstaxableincome and your exemptions
Taxableincome = Grosstaxableincome— Exemptions

Tax due (Taxpayer’sand spouse’'s) — depends on the amount of your
taxableincome. Thefollowing guidelineswill help you determine how much
you should pay:

1. If your taxableincomeis over 10000 but |ess than30000, you
should pay P500 plus 10% of the amount in excess of £10000. For
example, if your taxable incomeisP12000, then you should pay:

12000 — 10000 = #2000
2000 x 0.10 =200
$500 + 200 =+700

2. If your taxable incomeis over 30000 but |ess than 70000, you
should pay 2500 plus 15% of the amount in excess of £30000. For
example, if your taxableincomeisP32000, then you should pay:

32000 — 3000 = #2000
2000 x 0.15 =300
$2500 + 300 =+2800
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L ook at the back page of theincometax return form. Thereyou will see atax
tablewhich will tell you how to computefor your tax dueif you have ataxableincome
greater than the examplesgiven earlier.

Now, let us continue with the other itemsin theform.

¢

Aqggregatetax due— refersto the sum of your and your spouse’stax due.
For example, if your tax dueisP700 and your spouse'sisP400, you should
get:

$700 + 400 =P1100
If you are still single, you are not required to fill up thisbox.

L ess: Tax credits/Payments (Taxpayer’sand spouse’s) — refersto the
amount which will be subtracted from your tax due. Thisincludesthe amount
deducted from your salary every month. You may inquirefrom thecity/
municipal clerk regarding this.

1. Taxwithheld per BIR form no. 2316 (Taxpayer’sand spouse’'s) —
refersto the amount of tax that is deducted from your monthly salary.
Your officeissues acertification of withholding tax collected every
year before April, thetimefor paying incometax. If you do not receive
such certification, just ask your finance department how muchis
withheld for taxes from your monthly salary. Multiply thisby 12 (for
the 12 months of the year) to get the total tax withheld. For example, if
P100iswithheld from your salary every month, you should pay:

P100 x 12 =#1200

2. Foreigntax credits(Taxpayer’sand spouse’ s)—only filled upif you
paid taxesin another country.

Tax paid in return previoudly filed, if thisisan amended return
(Taxpayer’sand spouse' s)—only filled up by those who are paying for their
taxeson installment basis. Just indicate the amount you have already paid.

Total tax credits/payments (Taxpayer’sand spouse’ s)—refersto thetotal
of thetax withheld + foreign tax credits + tax paid in return previously filed.
For example, if your: Tax withheld =1200

Foreign tax credits=0

Tax paidinreturn previously filed =800

You should then pay:
P1200 + 800 =+2000

Tax payable (Taxpayer’'sand spouse’s)—refersto the difference between
your tax due and your total tax credits/payments. For example, if your tax
due =P2800 and total tax credits/payments =2500, you should get:

2800 — 2500 =300
30



Add: Penalties(Taxpayer’sand spouse’ s)—refersto the additional
amount you haveto pay, for example, for filing your annual incometax
return late. But don’t worry, aBIR representative will take care of this.

1. [Add]: Surcharge(Taxpayer’sand spouse s)—refersto the additional
amount you haveto pay because you did not file your incometax return
ontime.

2. [Add]: Interest (Taxpayer’'sand spouse' s)—refersto the amount you
arecharged if you have not been paying your taxesfor along time,
usually 20% per annum of the amount of tax you should pay.

3. [Add]: Compromise(Taxpayer’sand spouse' s)—rarely charged
to aperson and so is not something you should worry about.

Total penalties (Taxpayer’sand spouse' s)—refer to the sum of the
surcharge, interest and compromise. For example, if your surcharge =200,
interest = P150 and compromise penalty = 0, you should get:

200 + 150 =350

Total amount payable (Taxpayer’sand spouse’ s)—refersto the sum of the
tax payable and total penalties. For example, if your tax payable =300 and
penalties =350, you should get:

P300 + 350 =750

Aggregate (combined) amount payable—refersto the sum of your and
your spouse’ stotal amount payable. For example, if your total amount
payable =750 and your spouse’ stotal amount payable =P650, you should
get:

P750 + 650 = P1400

Less: Amount paid in thisreturn/first installment—refers to the amount
of tax you planto pay inthisreturn.

Amount still dueon or before July 15, if taxpayer isallowed to pay on
installment—refersto the difference between the aggregate amount
payable and amount paid inthisreturn/first installment if you decideto pay
oninstallment. For example, if your aggregate amount payable =1400 and
amount paid in thisreturn/first installment = 500, you will get:

1400 — 500 =900

Taxpayer/Authorized agent (Signatureover printed name)—refersto
your full name or the name of your authorized agent, abovewhichisyour or
your authorized agent’ssignature.
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Part Il

Theitemsin thispart should not cause you any worry becausethey aretaken
careof by BIR personnel.

'iié Let's Review

Definethefollowing parts of anincometax return.

Gross Taxable Compensation Income

Gross TaxableIncome

Total Tax Credits/Payments

1
2
3. Adggregate Tax Due
4
5. Aggregate Amount Payable

Compare your answerswith thosein the Answer Key on page 41. How well did
you do?
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Let's See What You Have Learned

Fill up the blank incometax return form accurately.

DLN:
" - BIR Form No.
Republika ng Pilipinas .
Kagawzliran ?19 ::’ann:nalapi Annual Income
Kawanihan ng Rentas Internas Tax Return 7 0 O
L . . (Formerly Form 1701A)
For Individuals Earning Purely Compensation Income January 1998

D ——
——

———————
Fill in all applicable spaces. Mark all appropriate boxes with an “X".

BCS Number/item Number (To be filled up by the BIR)

1 Forthe Year 1 ; ——
S > ‘ l

Part | : Background Information
2 Taxpayer 2 ’ 3 4 PSOC 4
identificaton No. ~ » | -« - , ., J|3 rooCode >l . . Code P L L J
|5 Taxpayers Name . . v o~

] ]

Last Name First Name Middle Name
I6 Registered Address :

o T o ]

No.(Include Bulldlng Name) i Street Subdivision Barangay
1104 - B
DistrictMunicipality . City/Province Zip Code
7p- [ ] Home  iOffice 7A Aréal/Access TA W‘ 7B Telephone B A]
Telephone Number i Code > } Number Lo o
8 Date of Birth 8
“ (MM/DDIYYYY) » Y

F Spouse's Taxpayer 9 l I J ‘ I 1 l 10 11 PSOC 11 ‘
t )
Identification No. » . L | l t . . 110 rRoOCode »|_. . J Code ¥ o]

12 Spouse's Name

12 | - T T T 7”_-7777w*~v—#‘~77}
L - T o |
Last Name First Name Middle Name
Address ofthe Spouse
[T I T T T T T T T ﬁ|
‘i R B
No.(Include Bullding Name) Street Subdivision Barangay X
= 1
I S e
DistrictMunicipality City/Province le ) Code
13 Date of Birth 13 [ Stamp of Receiving Office
(MM/DD/YYYY) [ 1,* J ) ) and Date of Receipt
1w . 151 D o
14 Number of sheets attached > {‘ L1 15 {s this an amended return? » "___)Yes L=iNo~
16 Are you availing of tax refief 18 [ r‘] |
under a special law? » [__Jves L _jNo
17 If yes, specify special law 17 [; j
Part ll ’ Details of Payment
Date . o
Particulars{Drawee Bank/Agency Number fMM] DD | YYYY Amount - lete?
18 — “(To bk filled up
18 Cash/Bank Debit Memo........ {: ) . J oy the BIR)
19A 198 190L L ]19D[: T -
19 Check »L j [ _*____] ‘ i — > [ J Yes
ZOAL T }zos l I —jvzoc‘ ~
20 Tax Debit MEMO ............... > e - LJ No
2A[T T |18 T
21 Others P j >, |
Machine Validation/Revenue Official Recelpt Detalls (If not filed with the bank)
ENC
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Part Personal and Additional Exemptions

22 Personal Exemption
22A Status of Taxpayer (Mark one box only)

22A » [ | Single/ Widow/ Widower/ Married but Legally Separated with No Qualified Dependents [ Head of Famiy [ ] Married

Spouse Taxpayer
228 [’ T szc
Personal EXemptions ..............ccmeeens » . >
Name of Qualified Depéndent Date of Birth
Other than Chiidren | mm] oo [ vyvy Relationship
22D ]ZZE[ | | JZZF] T .
- L i i E S I .
23 Additional Exemptions - - 23A T - 233{ l
(For Married or Head of the Family) ........... »l o > ‘
, 23C [} '
23C Number of Qualified Dependent Children » || ‘
Name of Qualified Dependent Date of Birth !
~ Children MMT DD T YYYY
| T
23D{ J L ’ L i i !
1 I |
23El U ,S’ l E ! { .. 1 J
T
23F | L
T 1] !
23d - N ll [ | ,J,,,J,,L,.J
24 Total Exemptions (Sum of Items 22B & 24A [ 24B|
23A/22C & 23B) oo > . > | ]
Part IV L . . Computation of Tax
o ! Spouse Taxpayer
-~ 25A ’ ! 258’
25 Gross Taxable Compensation Income . . » . [ > -
k k 26A | 268
26 Less: Total Exemptions(From ttem 24A/24B) > . > ’

Premium paid on health and/or
hospitalization insurance notta ©~ 26C 26D
exceed P2,400 per year. if married, for ' p| . > ‘

spouse clajming additiona| exemptip

Total (Sum of tems 26A & 26C/ - 26E 26F
26B & 26D) > . >
Co e 27TA 278
27 Taxable Compensation Income 4 . >
, - 28A = 288
28 Tax Due ’ N e , . »
29 Less: Tax Credits/Payments . . o o e T
, . 29A 298
Tax Withhield Per BIR Form No. 2316~ ™ . > |
A 29C 29D
Foreign Tax Credits : > . >
‘ T e 29F
Tax Paid In Return Previously Filed, - > . >
if this is an amended return — — -
30 Total Tax Credits/Payments 30A | 308
(Sum of Items 29A, 29C & 29E/ > o : . >
Sum of tems 298, 29D & 29F) :
Gl el 3A | 318 J
31. Tax Payable/(Overpayment) v > c _|.»L 4
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Partiv ) : Computation of Tax {continued) )
- Spouse . Taxpayer

32 Add: Penalties
Surcharge . 32AL o 1328 L‘ - . J
Interest 32c[_,_ . ] 320 [vw o - q
Compromise 32El . J 32F L, I
33 Total Penalties 33A] 1338 [ - o
(Sum of items 32A, 32C & 32€/ > . >| N
Sum of items 328, 32D & 32F)
34 Total Amount Payable/(Overpayment) 34A 348
(Sum of items 31A & 33A/ 31B & 33B) > . » -
’ 35
35 Aggregate Amount Payable/(Overpayment) (Sum of items 34A & 34B) »
Details of Mode of Payment = Amount
. : G
36 Amount Pald in this Retum/First installment B L _e
37
37 Amount Still Due on or before July 15 . ey L . J
PartV Source of Compensation and Tax Withheld
. Employer's TIN Amount of Compensation Tax Withheld
Lot T | el |
38A L o S L« Jaesl . ascl °
Lo T T el | el ]
39A R [ Loy l i 1 i3eBl. hd CL ot
L L T T el P |
[40A L1 L I [ jAOB[ hd 40C[ - e ]
[ - ! F“ T ]
H {
41 TOTAL (SPOUSE)...tv-veorveeroreeereerriereees MAL e D a1sl R S
. I' } | S "”‘ 1 [ T o T
I l . ! . l ! l
la2A L 1 | I J TN ,4,,,[423'**, _ o ) a2¢t R
LI T 10 dal P
a3a Lo L el B % 43C
L I ] ] 3 I l H i’ T “-'““-—'_—‘] e
laga L l i L { _ __;,,J 448 - * ____ aac 1 .
| 1 "
|
45 TOTAL (TaXpayer)........ccoooueveeermeernsensenns aSAL o ® 4581 B

| declare, under the penalties of perjury, that this return has been made in good faith, verified by me, and to the best of my knowledge and betief,
is true and correct, pursuant to the provisions of the National Internal Revenue Code, as amendedaand the reg@ation's issued under authority thereof]

46 . 47
Authorized Agent Signature over Printed Name Taxpayer Signature ov&TPrinted Name
Date Issued
Community Tax Certificate Number Place of Issue [ mm | bp | yyvy Amount
[ ! [ [ N
S | I S | £ ! I SR BRI |} R S
- TAX TABLE
If Taxable Income is: Tax Due is:
Not over P 10,000 5%

Over P 10,000 butnotover P 30,000 P 500 + 10 % of the excess over P 10,000
Over P 30,000 butnotover P 70,000 P 2,500 +15 % ofthe excess over P 30,000
Over P 70,000 butnotover P 140,000 P 8,500 +20 % of the excess over P 70,000
Over P 140,000 butnotover P 250,000 P 22,500 +25 % ofthe excess over P 140,000
Over P 250,000 butnotover P 500,000 P 50,000 + 30 % of the excess over P 250,000
Over P 500,000 P 125,000 + 34 % of the excess over P 500,000

* Effective January 1, 1999, the maximum rate will be changed to 33% and 32% on January 1, 2000

PERSONAL EXEMPTIONS
Single/Widow/Widower/Married but legally separated with no qualified dependent P 20,000
Head of the Family P 25,000
For each Married Individual Deriving Income P 32,000
ADDITIONAL PERSONAL EXEMPTIONS ( for Married or Head of the family)
For each qualified dependent child, not exceeding four (4) P 8,000

Compare your work with the accomplished incometax return in the Answer Key
on pages42 to 44. How well did you do?
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7A Let's Remember

¢  Our taxesensure us better roads, bridges and public services. So we should
awayspay them.

¢+ Alwaysbehonest when filing your incometax return. After all, cheating on
It means cheating yourself aswell.

WEell, thisisthe end of the module! Congratulationsfor finishingit. Did you like
it? Did you learn anything useful fromit? A summary of itsmain pointsisgiven below
to help you remember them better.

Let’s Sum Up

Thismoduletellsusthat:

¢ Youshouldfollow certain guidelineswhen filling up forms.

¢ Filling up forms accurately isthe first step in getting into aschool or
company you areinterestedin.

+ Different kinds of formsrequire different kinds of information. But all
these have something to do with whatever theform you arefillingupisfor.
If, for example, you are applying for adriver’slicense, theinformation that
theform asksfor have something to do with your driving skill.

¢  Our taxesensure us better roads, bridges and public service. So we should
awayspay them.

¢+ Alwaysbehonest when filing your incometax return. After all, cheating on
It means cheating yourself aswell.
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"3 What Have You Learned?

Fill up thefollowing form accurately.

INITIAL INFORMATION FORM
To be completed in full by each applicant or his/her legally acting agent
Form must be typewritten or filled up in clear capital block letters

Last name:
First name:
Nationality:
Sex: Civil status:
Date of birth:

Day Month Year
6. Place of birth:
7. Name of mother:
8. Name of father:
9. Profession:
10. Height (metric):
11. Weight (metric):
12. Color of eyes:
13. Color of hair:
14. Marks or scars:

arwdPE

15. Blood type:

16. Allergic to antibiotics: Yes No
17. Wear glasses to drive: Yes No
18. Passport number: — Place of issue:

Signatures (Sign 3 times for electronic scanning)
X
X

X

Compare your work with the accomplished application form in the Answer Key
on page 45. How well did you do?1f you were ableto fill up theform accurately, then
you may move on to another module. If you weren’t, go back to the partsof this
module you did not understand very well before studying anew module.
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{hne)

E Answer Key

A. Lessonl

Let's Try This (pages 3-6)
Choose from the following:
1. Position desired
2. Date
3. Name
4. Sex
5. City address
6. Provincia address
7. Dateof birth; place
8. Civil status
9. Citizenship
10. Heght
11. Weight
12. Religion
13. Telephone
14. Color of hair
15. Color of eyes
16. Spouse; occupation
17. Address
18. Number of children, their names and their dates of birth
19. Father’sname; occupation
20. Mother’sname; occupation
21. Their address
22. Languagesor diaectsyou can speak or write
23. Personto be notified in case of emergency; his/her address and
telephone
24. Educationa background
a Elementary; date graduated
b. Highschool; date graduated
c. Vocational; date graduated
d. College; date graduated
25. Employment record
26. Character references
27. Residence certificate number; place; date
28. Tax identification number
29. National Bureau of Investigation number
30. Passport number; place; date
31. Applicant’ssignature
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Let's Sudy and Analyze (pages 7-8)

| don’t think Gani’ s bio-datawould give him agood impression because
it was not as clean and complete as he could makeit. He also gave wrong
answersto some of the questions being asked for init.

| don’t think | would hire him either for the sasmereasons| stated above.
Per sonal data
Cross out the following items:

Position desired

Name

City address

Provincial address
Place (of birth)

Civil status

Citizenship

Height

Weight

Occupation (of spouse)
Address (of spouse)
Number of children, their names and their dates of birth

Cwowoow~No WM

B e
N

Let's Review (page 14)

1. complete; accurate

2. gpelled; wrote

3. neatly; legibly; blue; black; typewriter; computer
4. time, comply

Let's See What You Have Learned (page 24)

BIO-DATA PHOTO
PERSONAL DATA

Position desired: Editor Date: May 30, 2001

Name: Joy T. McGregor Sex: Female

City address: 14 Paris Street, Capitol Hills, Diliman, Quezon City 1100
Provincial address: N/A

Date of birth: March 31, 1971 Place: Quezon City
Civil status: Married Citizenship: Filipino
Height: 5’3" Weight: 100 Ibs.
Religion: Catholic Telephone: 9247681
Color of hair: Brown Color of eyes: Black
Spouse: Ewan McGregor Occupation: Engineer

Address: 14 Paris Street, Capitol Hills, Diliman, Quezon City 1100
Number of children, their names and their dates of birth: 2—Nigel McGregor, November 26, 1995;
Camille McGregor, August 30, 1999

Father’s name: Aquilino Tafiada Occupation: Businessman
Mother’s name: Sarah Tafiada Occupation: Businesswoman
Their address: 4968 Onyx Street, Makati City 1207

Languages or dialects you can speak or write: Filipino, English, German

Person to be notified in case of emergency: Ewan McGregor

His/Her address and telephone: 14 Paris St., Capitol Hills, Diliman, Quezon City 1100—9247681
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EDUCATIONAL BACKGROUND

Elementary: Academia de Santisima Trinidad Date graduated: March 1984
High school: Stella Maris College Date graduated: March 1988
Vocational: N/A Date graduated: N/A

College: UP Diliman Date graduated: March 1992

Course: B.A. English
Special skills: Web design, other computer applications—Pagemaker, Photoshop, etc.

EMPLOYMENT RECORD (From present work backward)

FROM TO POSITION COMPANY

1992 2000 Subject area editor Phoenix Publishing
House, Inc.

CHARACTER REFERENCES
(Not related to you)
NAME OCCUPATION ADDRESS
Roger Manahan Editor in chief Phoenix Pub. House
Arlene Bernal VP for operations Phoenix Pub. House
Res. Cert. No. A 10528769 N/A
Issued at Quezon City Passport no.
Issued on April 27, 2001 Place of issue Date

T.I.LN. 904-639-298
N.B.l. no. 6456778

Applicant’s signature

B. Lesson?2
Let's Try This (page 18)

I|CR number
Residencetax due
Basic residencetax due
Totd
Taxpayer’ssignature

agrwbdE

Let's Try This (page 21)
1. b
d

2
3
4. c
5
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Let’

P FORM 5.

s See What You Have Learned (page 23)

NIVERSITY OF [THE PHILIPPINES CERTIFICATE OF REGISTRATION (REV. 09-88)
WRITE IN BLOCK LETTERS: Usg an "X" maik In ring Information preceded by abox [ o
NAME (Last, Given. Middle. ¥f a married woman, exgircle maiden name) - DEGREE 8 MAJOR | TERM & 8Y. ..
380 2 HILARIO, NORMAN TARDESILIA ABROAD COMM 15700701
COURSE NO. | ‘SECTION JUNITS] DAYS ]| TWME | ROOM [ LAB, FEE| CODE |Tultion, | I =
) .B100 MHU 13 Mth | 8%-10% | M204 | Miscellafitous :
21907 Comm100 | MHX | 3 Min__| 10°-11% | A101 Sﬁﬁ’w
21924 | 3110 MHY 3 Mth | 1-2% M201 | Laboratosy Fee
! Hum 2 TFU . 3 TF 8°-10° I A104 EDF__ 1 .o -
Kas2 TEX 3 TF .].10%-11% | M202 |. Enirance”
i : Deposit :¥
Fine
TOTAL FEES [
Less: Scholarship/Privilege
. * AMOUNT]PAYABLE . .
TOTALUNTS | Counlry of Amounl Recelyad by L
Cltizenship CASH: - | Serawip ,m—‘
STFAP Bracket No. CHECK: .
" Certified by: LOAN: :
First Time to enrolt in UP? NO ) T
OR N . Dale i -'AT.‘"-.‘;“_
e T —
C. Lesson3
Let’'s Review (page 32)
1. Thisrefersto how much you and your spouse, if any, received as

compensation for your work.

Thisrefersto the sum of the gross taxable compensation income and

other taxableincome.

Thisrefersto the sum of your tax due and your spouse’stax due.
Thisrefersto thetotal of the tax withheld, foreign tax credits and tax

paidinreturn previoudly filed.

Thisrefersto the sum of your total amount payable and your spouse’'s

total amount payable.
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Let's See What You Have Learned (pages 33-35)

DLN:

Republika ng Pitipinas
Kagawaran ng Pananalapi

Kawanihan ng Rentas Internas

Annual Income
Tax Return

BIR Form No.

1700

(Formerly Form 1701A)
January 1998

For Individuals Earning Purely Compensation income

Fill in all applicable spaces. Mark all appropriate boxes with an “X".

BCS Number/item Number (To beﬁe_ﬂp by the BIR-)
1 Forthe Year 1 i 1
» g 0 0 o » |
Part | Background Information
2 Taxpayer 2 ’ 3 4 PSOC 4
identification No. P 4.‘[}1 5«6.8 4¢5.8 . . JI3 ROOCode »|_ . . Code P . ,
15 Taxpayer's Name R - .
s -
[ reves, <LARE DE Los SNTOS |
Last Name First Name Middle Name

rﬁ Registered Address

NS ARAYAT swl—QwC_

SUEZON AVENUE

20 Tax Debd Mem

P e

No.(include Buliding Name) Street Subdiviston Barangay
I SUE2ON CITY 1104
District/Municipality City/Province Zip Code
7» [ Home  ‘Office TA AréalAccess TA 78 Telephone 78 33 3 3}
Telephone Number Code > Number | 2 Bl Lq L | .q el
8 Date of Birth 8
| “(MMDDIYYYY) » 0#019 ‘»\9'?,11 c
9 Spouse's Taxpayer 9 ( ‘ ' 1 l l 10 11 PSOC 11 ’
dentificaton No.  »|_.__. Coy L 110 RDO Code ¥ . l Code ¥ .
12 Spouse's Name . .
12 ‘i
> — R .
Last Name First Name Middle Name
Address of the Spouse
= - - _,1
i _ |
No.(Include Bullding Name) Street Subdivision Barangay -
[ e e ‘l
DistrictMunicipality City/Province Zip Code
13 Date of Birth 13 Stamp of Recelving Office
(MM/DDAYYYY) » | ) and Date of Receipt
14 ( . 15 ‘*L] R
14 Number of sheets attached »> 15 Is this an amended return? > ___lYes 1= .Né_'
46 Are you availing of tax refief 18 D r ;
under a special law? >
17 if yes, specify special law [
Part ll ~ Detalls of Payment o
‘ Date l ._’
Particutars{Drawee Bank/Agency Number MM| DD Amount 4 lete?
filled up
18 Cash/Bank Debit Memo S R of the BIR)
19A7 T T 198 _]19(:[ I l J190r - ——| =
19 Check >[, o > » » _ b > Ij Yes
20A 208 20C
o » s * B ] N

Machine Valldation/Revenue Officlal Recelpt Detalls (If not filed with the bank)

ENC
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Part Il Personal and Additional Exemptions
22 Personal Exemption :
22A Status of Taxpayer (Mark one box only) ) . : )
22A p PS] Single/ Widow/ Widower/ Married but Legally Separated with No Quaiified Dependams [:] Head of Family [ | Married
Spouse Taxpayer
22B 22C
Personal Exempti - fpl . 1 ,l 20, 000 , 00 ’I
Name of Qualified Depéndent “Date of Birth .
Other than Children | mm| DD | YYYY Refationship
220 ' Tzsl , lnF{ j
I )} l 1 1 1
23 Additional Exemptions - Al ‘l 235{ j
{For Married or Head of the Family) ........... » ) » .
: o 23c[ S
23C Number of Qualified Dependent Children » [__| .
Name of Qualified Dependent Date of Birth
* Children MM DD |  YYYY
T
|
2347 — —I Ld_1 L]
1 T
235{ N i b
23F —.._,w.h*_J ! L L1 H
~ ‘: ( ]
23d T L2 ,’
24 Total Exemptions (Sum of items 22B & 24A | 24BI -
23A122C & 23B) et > . | 20000 . Oo
Part IV - ) Computation of Tax
i Spouse ‘Taxpayer
. 25A ‘ 1 258’ )
25 Gross Taxablq_Compansaﬂon lncome » ° > '3zq?5. . 5 3
208 ‘ = '
26 Less: Total Exemptions(From ttem 24A/248) q . 26: 20000 .00
Premium paid on health and/or
hospltallzaﬂon insurance not to 26D
exceed P2, peryear,  If m . » .
spouse clalmlng addiﬂon €
Total (Sum of Itsms 26A & 260/ 26F
26B & 260) . » .
. 3 278
27 Taxable Compensation income . > 1197'5 .33
28B
28 Tax Due . S F9% . 53
29 Less: Tax CredltslPayments . -
, . 2A 208
Tax Withheld Per BIR Form No, 2316" "~ | . e d
NS 29C 2900
Foreign Tax Credits > . [ 4 .
T 29E 29F
Tax Paid In Return Previously Filed, - » . > .
if this is an amended return -
30 Total Tax Credits/Payments 30A 308
(Sum of Items 20A, 29C & 29E/ ’ . > °
Sum of Items 298 290 & 29F)
i 3A 318 [
;1, Tax gayab;e/(0yerpgqunt) TR LA P hd .|
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fPartiv Computation of Tax {continued)

: Spouse Taxpayer
- |32 "Add: Penalties
Surcharge SZA[ d J 328 L . _]
Intarest azc{ . J 320{ o J
Compromise 32E[ . J 32F lj . I
133 Total Penatties 33A] 1335
(Sum of tems 32A, 32C & 32E/ > . > . ,
Sum of items 328, 320 & 32f)
34 Total Amount Payabie/{Overpayment) 34Al 348
(Sum of items 31A & 33A/ 31B & 33B) | d . » . l
\ . 35
35 Aggregate Amount Payabie/(Overpayment) (Sum of tems 34A & 34B) : > - ]
Detalis of Mode of Payment : R Amount

36 Amount Pald In ths Return/First Instaliment

37 Amount Stili Due on or beforg July 15

Source of Compensation and Tax Withheld

PartV
] Employer’f TIN Amount of Compensation Tax Withheld
33AL1¢‘ [ L i 1 Leod L L 1_]383L e hd J
394 [ L J_l L l g P ‘ LJ 393E . d Ji
140A ’ S T l L1 { 11 Lt l [ I }wg( hd _..?._.,_h_Jl
| . .
4% TOTAL (Spoise), ........................... o 41Al; i s S
42A [gfaxoLJ q_Lo;olT ‘ a,qlgi lqé‘{_xgjtzs{._w- - %q,s hd . qqq. b q:a]
43A [ TS l {1 ( \ T l } - J 438 [- —ee hd — ,:.E:-._.;.J
o { — l J — 1 | b }L l ; J“‘J_‘ - - T _"..‘_'T_‘.'_i‘]
45 TOTAL (TaXPayer).........cocccceeresirmivninesnns 45AI[ 2 1. 73—4]

e et e e
I declare, under the penalties of perjury, that this return has been made in good faith, verified by me, and to the best of my knowledge and belief,

is true and correct, pursuant to the provisions of the National Internal Revenue Code, as amendedna, regg@ations issued under authority thereof
46 47 CLAIR! REYES

Authorized Agent Signature over Printed Name Taxpayer Signature oveT Printed Name

Dale Issued
Community Tax Certificate Number Place of Issue I MM | DD ] YYYY Amount
— T = ]" . it -}
0| 29030956 || o |@MEZON OTY |5 [02(18120 000 3% .00
. TAX TABLE
If Taxable Income is: Tax Due is:
Not over P 10,000 5%
Over P 10,000 butnotover P 30,000 P 500 + 10 % of the excess over P 10,000
Over P 30,000 butnotover P 70,000 P 2,500 +15% ofthe excess overP 30,000
Over P 70,000 butnotover P 140,000 P 8500 +20% of the excess over P 70,000
Over P 140,000 butnotover P 250,000 P 22,500 +25 % of the excess over P 140,000
Over P 250,000 butnotover P 500,000 P 50,000 +30 % of the excess over P 250,000
Over P 500,000 £ 125,000 + 34 % of the excess over P 500,000

* Effective January 1, 1999, the maximum rate wili be changed to 33% and 32% on January 1, 2000.

et ————
PERSONAL EXEMPTIONS '
Single/Widow/Widower/Married but legally separated with no qualified dependent P 20,000
Head of the Family P 25,000
For each Married Individual Defiving Income P 32,000
ADDITIONAL PERSONAL EXEMPTIONS { for Married or Head of the family}
For each qualified dependent child, not exceeding four (4) P 8,000




D. What Have You Learned? (page 37)

INITIAL INFORMATION FORM
To be completed in full by each applicant or his/her authorized agent

Form must be typewritten or in clear capital block letters

1. Lastname: Diaz

2. Firstname: Joan

3. Nationality: Filipino

4. Sex:Female Civil status: Single

5. Date of birth: 9 December 1975
Day Month Year

Place of birth: Quezon City

Name of mother: Anelia Diaz

Profession: Research assistant

6
7.
8. Name of father: Manuel Diaz
9
1

0. Height (metric): 160 cm

11. Weight (metric): 45.45 kg

12. Color of eyes: Black

13. Color of hair: Brown

14. Marks or scars: None

15. Blood type: B

16. Allergic to antibiotics: Yes No 4
17. Wear glasses to drive: Yes No 4
18. Passport number: N/A Place of issue: N/A

Signatures (Sign 3 times for electronic scanning)

X
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