MONTH END REPORT (EXTERNAL)

	PARTICULARS
	ATTACHMENTS
	
	DUE DATE

	Withholding Tax-Compensation
	*Summary of   salary and wages(to be given by Payroll Asst., not later than 2nd day of the following month)

*Check voucher

*1601-C(1 copy)

* EFPS
	
	10th day of the following month

	Withholding Tax-Expanded
	*Check Voucher

* 1601-E(1 copy)

* EPFS
	
	10th day of the following month

	SSS Remittance
	*Summary of SSS Contribution (to be given by Payroll Asst. not later than 2nd day of the following month)

*Check voucher

* R-5
	
	10th day of the following month

	Philhealth Remittance
	*Summary of Philhealth Contribution (to be given by Payroll Asst. not later than 2nd day of the following month)

*Check voucher

* ME-5
	
	10th day of the following month

	SSS Salary Loan
	*Summary of Salary Loan (to be given by Payroll Asst. not later than 2nd day of the following month)

*Check voucher

* SSS Form ML-1
	
	10th day of the following month

	HDMF Remittance
	*Summary of HDMF Remittance (to be given by Payroll Asst. not later than 2nd day of the following month)

*Check voucher

* M1-1
	
	20th day of the following month

	
	
	
	

	VAT Payments


	*Sales and Purchases declaration w/c must be encoded to BIR VAT Relief

*Check voucher

*2250M (1 copy)

* EFPS
	
	20th of the following month


QUARTERLY REPORT
	VAT Returns


	*BIR VAT Relief for the quarter

*Check voucher

*2250Q (1 copy)

* EFPS
	
	1st qtr-Apr. 20

2nd qtr-July 20

3rd qtr-Oct.20

4th qtr-Jan.20

	Quarterly Income Tax Payment


	*Income Statement(from Peachtree)

*Check voucher

*1702Q(must be in 3 copies)

*Form 2307 of cust.

* EFPS
	
	1st qtr-May. 20

2nd qtr-Aug. 20

3rd qtr-Nov.20



	
	
	
	

	SSS Remittance
	*R-5 with SBR (remitted)

*R-3(must be in 2 copies)
	
	

	Business permit
	*photocopy of  previous payment
	
	2nd  qtr-Apr. 20

3rd qtr-July 20

4th  qtr-Oct.20


YEARLY REPORT
· Business permit renewal Must process on or before January 20. Requirements must be prepared as January starts. (refer to Business Permit Docs folder for the requirements).
· Annual registration of BIR. You must process the payment as January starts. This is a pre-requisite for Business Permit Renewal.The amount of payment is P500.00 (refer to BIR Form 605 Folder for the file).
· Registration of Books of accounts. This is done before November ends. Purchase new set of books for the coming year. Photocopy the previous stamps or the first page of each book from the BIR and attach it to the new books.  Fill out BIR Form 1905 indicating “Update of Book of Accounts” (refer to BIR Form 1905 for pattern). No payment shall be made on this update. The new set of books will used to post monthly sales and purchases of the coming year.

· Certificate of Compliance. Make a request letter and attach the photocopy of the previous certificate and have it submitted to SSS. Refer to Vener/Letter for SSS for the copy of the letter and SSS CLEARANCE FOLDER for the file of certificate. You can request the certificate as early as December.

