ANNEX D                		
[bookmark: _GoBack]Inventory List of Unused Official Receipts Converted to an Invoice
From  < MM / DD / YYYY>

[Date]

RDO of the Head Office			RDO of the Branch
Revenue District Officer	or		Revenue District Officer
RDO No. XX – XXXX				RDO No. XX - XXXX

Sir/Madam:

In compliance with Revenue Regulations (RR) No. 7-2024 implementing Republic Act No. 11976 [Ease of Paying Taxes (EOPT) Act], we hereby submit our inventory of unused Official Receipts (ORs) that have been converted into Invoices.
Below is our Inventory List of Unused Official Receipts Converted to an Invoice [or other equivalent invoice replacements] starting on [Date], with the following information:
	Registered Name
	

	TIN + Branch Code
	
	RDO Code
	

	Business Address
	
	
	

	Head Office RDO
	
	Branch Office RDO
	

	ATP OCN(s)
	
	Date Issued
	



	Description
	Type
	No. of Booklets
	No. of Set Per Booklet
	No. of Copies per Set
	Serial No.

	
	
	Loose
	Bound
	
	
	From
	To

	Official Receipt Converted to Invoice
	VAT or
Non-VAT
	
	23
	50
	3
	0005350
	0006500



We understand that the use and issuance of converted unused ORs into invoices require the stamping of the word “Invoice” or other similar term and contain all information required under RR No. 7-2024.
Should you require further information or clarification, you may contact [Contact Person] at [Phone Number] or via email at [Email Address].
						Very truly yours,
________________________________________________
						        (Signature over Printed Name of Taxpayer)
Position
[Taxpayer-Owner/President/Corporate Secretary/
Chairman/CEO/Tax Department Head/Compliance Officer]

	
	
	

	Received by:
	
	
	
	

	

	
	
	
	

	RDO Compliance Section/ 
LTD Registration Section
	
	
	
	


Note: Notarization, SPA and Board Resolution are NOT Required.

Distribution List: 
1ST Original Copy – RDO of the Head Office 
2nd Copy – RDO of the Branch Office
3rd Copy – Taxpayer’s Copy (Optional)

ANNEX C               


Notice on the Renaming of Machine/System-Generated Official Receipt to Invoice

Date
RDO of the Head Office			RDO of the Branch
Revenue District Officer	or		Revenue District Officer
RDO No. XX – XXXX				RDO No. XX - XXXX

Dear Sir/Madam:
In compliance with Revenue Regulations (RR) No. 7-2024, implementing Republic Act No. 11976 [Ease of Paying Taxes (EOPT) Act], we hereby submit this Notice on the Renaming of Machine/System-Generated Official Receipt to Invoice.
As mandated by the regulations, we have transitioned from issuing system-generated Official Receipt (ORs) to Invoice [or other equivalent invoice replacements] starting on [Start Date of issuing an Invoice]. We ensure that all machine/system-generated ORs have been converted into Invoices 
[or other equivalent invoice replacements] following the requirements of RR No. 7-2024.
For your reference, the starting Serial Number of the converted Invoices [or state the actual name of the invoice] is [Starting Serial Number].
Should you require further information or clarification, you may contact [Contact Person] at [Phone Number] or via email at [Email Address].

Very truly yours,
Name
Position 
[Taxpayer-Owner/President/Corporate Secretary/
Chairman/CEO/Tax Department Head/Compliance Officer]
Company Name
Company TIN



	
	

	Received by:
	

	

	

	RDO Compliance Section/ 
LTD Registration Section
	








Distribution List:
1st  Original Copy – RDO of the Head Office
2nd Copy – RDO of the Branch Office
3rd  Copy – Taxpayer’s Copy (Optional)
