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A brief country overview:  

More than 7,000 islands make up the Philippines, but the bulk of its fast-growing population lives on just 

11 of them. Although endowed with many fine beaches and a growing tourism industry, much of the 

country is mountainous and prone to earthquakes and eruptions from around 20 active volcanoes. It is 

often buffeted by typhoons and other storms.  

The Philippines - a Spanish colony for more than three centuries and named after a 16th century Spanish 

king - was taken over by the US in the early 20th century after a protracted rebellion against rule from 

Madrid. Spanish and US influences remain strong, especially in terms of language, religion and 

government. 
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Key Country facts 
Official Language: Filipino, English (both official), 12 other languages have official status on the regional 

level among the scores spoken in the country 

Currency: Philippine peso                                                                                      

Country dial code: +63 

Country abbreviation: ph 

Statutory filing payment methods:  

National minimum wage: 205 pesos per day in no plantation agricultural sector in the Ilocos region to 

466 pesos per day in the nonagricultural sector in the national capital region   

Annual filing Deadline: April 15 is the deadline for filing income tax returns 

Time Zone: Philippine Time Zone (UTC+08:00) 

 
Public Holidays in Philippines 
 

Holidays in Philippines 2015/16 

2015 2016  Holiday Holiday Type 

01 January 01 January New Year’s Day National Holiday  

02 January 02 January New Year Holiday National Holiday 

15 January - Public holiday  Manila only  

16 January - Public holiday Manila only 

19 January - Public holiday Manila only  

19 February - Chinese New Year National Holiday 

25 February - 
EDSA People Power 

Revolution anniversary  

Special Holiday for all 

schools 

02 April 24 March Maundy Thursday  National Holiday 

03 April 25 March Good Friday National Holiday 

04 April 26 March Black Saturday  National Holiday 

09 April 09 April The Day of Valor  National Holiday 

01 May  01 May Labor Day National Holiday 

12 June 12 June Independence Day National Holiday 

21 August  21 August  Nonoy Aquino Day National Holiday 
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31 August  29 August  National Heroes Day National Holiday 

01 November  01 November All Saints Day National Holiday 

30 November  30 November Bonifacio Day National Holiday 

24 December  24 December  Christmas Eve National Holiday 

25 December  25 December  Christmas Day National Holiday 

30 December  30 December Rizal Day National Holiday 

31 December  31 December  New Years Eve National Holiday 
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Fort Santiago (Spanish: Fuerte de 
Santiago Tagalog: Moog ng Santiago) 

is a citadel first built by Spanish 
conquistador, Miguel López de 

Legazpi for the new established city of 

Manila in the Philippines. The defense 
fortress is part of the structures of the 

walled city of Manila referred to as 
Intramuros ("within the walls"). 
The fort is one of the most important 

historical sites in Manila. Several lives 
were lost in its prisons during the 

Spanish Colonial Period and World 
War II. José Rizal, the Philippine 

national hero, was imprisoned here 
before his execution in 1896. The 

Rizal Shrine museum displays 

memorabilia of the hero in their 
collection and the fort features, 

embedded onto the ground in bronze, 
his footsteps representing his final 

walk from his cell to the location of 

the actual execution. 
It is a few hundred steps away from 

the Manila Cathedral and Palacio del 
Governador (which currently house 

the Commission on Elections). 

  

Business and culture in 
Philippines 

What you need to know about processing 
payroll in Philippines 

 

Establishing as an Employer in Philippines 
The company can register online through SEC i-Register, but 

entrepreneurs must pay at the SEC. The following documents are 

required for SEC registration:  

 

a. Company name verification slip;  

b. Articles of incorporation (notarized) and by-laws;  

c. Treasurer's affidavit (notarized);  

d. Statement of assets and liabilities;  

e. Registration data sheet with particulars on directors, officers, 

stockholders, and so forth;  

f. Written undertaking to comply with SEC reporting requirements 

(notarized); 

g. Written undertaking to change corporate name (notarized).  

 

On August 15, 2011, SEC launched the Green Lane Unit (GLU) that 

provides 1 day registration of applications for stock corporations and 

partnership. In practice, it takes 1-3 business days to process 

incorporation papers and obtain SEC approval.  

 

The pre-registered Taxpayer Identification Number (TIN) is 

automatically obtained from the SEC Head Office upon registration. 

However, the company must still register with the Bureau of Internal 

Revenue (BIR) in order to identify applicable tax types, pay an annual 

registration fee, obtain and stamp sales invoices, receipts and the 

books of accounts. 

 

Cost: (PHP 2,066.14 filing fee equivalent to 1/5 of 1% of the 

authorized capital stock or the subscription price of the subscribed 

capital stock, whichever is higher but not less than PHP 1,000 + PHP 

19.26 legal research fee (LRF) equivalent to 1% of filing fee but not 

less than PHP 10 + PHP 500 By-laws + PHP 150 for registration of 

stock and transfer book (STB) required for new corporations + PHP 

320 STB + PHP 10 legal research fee for the By-laws) 
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Employment 
 

The normal hour’s work of an employee shall not exceed 8 hours a day. However, Health Personnel shall 

have a maximum of 40 hours a week. If made to work in excess of 40 hours, they are entitled to 30% 
additional pay.  

The law sets a maximum number of hours but does not prohibit work done less than eight hours. Thus, 
part-time work is allowed and pay corresponding to the actual hours worked will be paid. 
 

Overtime Work is work rendered beyond 8 hours.  Every hour worked in excess of 8 hours earns an 

additional pay of P25%.  The rate is 30% if done on a rest day or holiday. 

Getting down to business  
If you're the visitor, it's customary to offer your business card first. Be aware, however, that you may not 

get one in return if your rank isn't comparable to or higher than your Filipino recipient. As with other Asian 

cultures, business cards are presented face up with both hands. When you receive a card, take a 

thoughtful moment to study it before pocketing it. Always greet the oldest or highest-ranking person at the 

meeting first. Firm handshakes are standard protocol in the Filipino community and individuals are 

addressed by their titles and surnames until such time as familiarity has been established. 

 

Visas and work permits in Philippines  

There are different visa types in Philippines: 

 A tourist visa is only necessary for stays exceeding 30 days and requiring multiple entries. 

 A non-immigrant visa is granted for the purpose of pre-arranged employment, trade, transit, 

and study visits. The requirements naturally vary. 

 Non-quota immigrant visas apply to children and spouses of Philippine citizens and returning 

natural-born Filipinos. 

 Quota immigrant visas are granted to applicants with enough financial capital who possess 
extraordinary professional skills or qualifications to benefit the country. A maximum of 50 quota 

immigrant visas are granted per year. 

 The special resident retiree visa is a non-immigrant visa that allows multiple entries and 
indefinite stay. To participate in this visa program, applicants must submit a deposit of up to USD 

50,000. 

The visa requirements for the Philippines vary significantly, depending on the purpose and the duration of 

your stay. However, as an example, the necessary documents for a pre-arranged employment visa 

include: 

 A passport valid for at least 6 to 12 months 

 Two completed application forms 
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 Copy of employment contract 

 Curriculum vitae 

 Passport-sized pictures, signed on front bottom 

 Medical and physical examination report by an authorized physician (including a chest X-ray, lab 

reports, and a certificate that you are HIV-negative) 

 Visa application fee 

If you are planning to move to the Philippines with your family, you should also attach any birth 

certificates and a marriage certificate. These documents must be notarized. If you apply in a language 

other than English, remember to submit your paperwork with certified English translations. 
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Tax & Social Security 

Tax 
 

Income of residents in Philippines is taxed progressively up to 32%. Resident citizens are taxed on all their 
net income derived from sources within and without the Philippines.         

 
For nonresident, whether an individual or not of the Philippines, is taxable only on income derived from 

sources within the Philippines.   

 
Taxable Income (PhP)                                                          Tax Rate  

Php 0 – 10,000                                                                         5%  
Php 10,000 – 30,000                                                                10%  

Php 30,000 – 70,000                                                                15%  

Php 70,000 – 140,000                                                              20% 
Php140,000 – 250,000                                                             25%  

Php 250,000 – 500,000                                                            30%  
Php 500,000 and above                                                            32%  

  
The above rates apply to individuals who derive income from business (including capital gains from the 

Individuals holding managerial and highly technical positions employed by RHQs1, ROHQs2, multinational 
companies and offshore business units are taxed at 15% on their gross income.  

 
Income in Philippines is divided into the following three categories which are taxed separately, as 

summarized below.  

 
1. Compensation employment income: This income is taxed at progressive rates on gross income after 

deduction of personal and additional exemptions but without deductions for expenses.  
2. Passive income: This income, including dividends and interest, is subject to tax at 7.5%.    

3. Business income and professional income: This income is taxed at progressive rates on net business 
income after deduction of certain specified expenses. 

 

Social security  
 

The Philippine Social Security System (Filipino: Paseguruhan ng Kapanatagang Panlipunan, or SSS) is a 

social insurance program for workers in the Philippines. It is a government agency that provides retirement 

and health benefits to all enrolled employees in the Philippines. Members of the SSS can also make 'salary' 
or 'calamity' loans. Salary loans depend on the monthly salary of the employee. Calamity loans are for such 

times when there is a calamity that has been so declared by the government, in the area where the SSS 
member lives, such as flooding, earthquake and natural disasters. 

 

Employees of the Philippine National Government do not contribute to SSS but rather have their own 
system, the Government Service Insurance System or GSIS. 
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Tax reporting year 
 
 

The Tax reporting year in Philippines is the Calendar year.  

 

Payslips 
 

Payslips are more than twice-a-month reminder of how much you are earning.  Besides stating your salary 

for that payroll period, it also contains other income not included in your basic monthly salary, such as 

unused vacation leaves, deductions that are dependent on company policy and deductions that are 

mandated by the Philippine government such as Philhealth, Social Security System, and Pag-IBIG 

contributions. 

 

The components of a payslip are; 

1. Basic gross pay for the payroll period  

2. Overtime  
3. Vacation and sick leaves  

4. Thirteenth month pay (if included in that month  
5. Bonuses, if any  

6. Deductions  

a. Philippine Health Insurance (Philhealth) contributions* 

b. Social Security System (SSS) contributions* 
c. Pag-IBIG (Pagtutulungan sa Kinabukasan: Ikaw, Bangko, Industriya at Gobyerno) Fund contribution* 

d. Loan Payments (if any) 

e. Withholding tax 
f. Deductions brought about by company policy (such as stock option payments, company loans, union 

dues, etc.) 

*Philhealth membership 

 
Every employee is mandated to join Philhealth through his employer.  Philhealth provides financial 

assistance for medical emergencies.  Membership is also extended to the following :   

1.  Self-employed individual  

2.  Retirees and pensioners of the GSIS and SSS  
3.  Retirees and members who have reached the retirement age  

4.  Other eligible members are dependents, such as non-members, legitimate spouses, children 
below 21 years old who are unmarried and unemployed and parents 60 years old and above.  

*SSS membership 
 

SSS membership is compulsory for the following Filipinos: 

1. A private employee who is 60 years old and below  

2. A household helper earning at least PHP 1,000.00  
3. Seafarers, foreign government employees, a parent, a spouse or child below 21 years old of the 

owner of single proprietorship business  
4. Self-employed individuals.  
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Compliance 
 

 

Employer Registration  

A new company should 

1. Register with the Social Security System (SSS) 

2. Register with the Philippine Health Insurance Corporation (PHIC or PhilHealth), except private 

sector employers who registered with the SSS prior to 1st July 1999, who are considered 
automatically registered. 

3. Register with the Bureau of Internal Revenue (BIR) 

 

Starters/Registration 

The company needs to provide the following information for new starters:- 

 Gather together the basic details, including full name, salary, start date, number of dependents, 

marital status, who claims the dependent children;  

 Provide employees with Taxpayer Identification Numbers (TIN), Social Security System (SSS) 

number, Philippine Health Insurance Corporation (PHIC) number & Home Development Mutual 
Fund (HDMF) number;  

 Submit the following forms to the respective statutory authorities for newly hired employees: 

o To the SSS; 

o SS Form R-1A  or Employment Report – employer updates; 

o To the PHIC; 

o PhilHealth Form PMRF or PhilHealth Member Registration Form – used when 

registering with any membership program and when amending member data; 

o PhilHealth Form ER2 or Report of Employee-Members – employer updates;  

o To the HDMF; 

o HDMF M2-2A or Member Change of Information – for change of 
employer/company; 

o To the Bureau of Internal Revenue (BIR); 

o BIR Form 1902 or Application for Registration; 

o BIR Form 2305 or Certificate of Update of Exemption and of Employer’s and 
Employee’s Information; 

o Submit certificate of income from previous employer (BIR Form 2316 or Employer’s 

Certificate of Compensation Payment / Tax Withheld) for all new hires employed within 
the same tax year to BIR; and Submit Quarterly Employee Listing of Minimum Wage 

Earners to Regional/Provincial Department of Labor and Employment or to the 
Regional Tripartite Wages and Productivity Board (RTWPB), National Wages and 

Productivity Commission (NWPC). 
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Leavers/De-registration  

The company needs to provide the following information for leavers:- 

 Gather leaver’s name and employee number, date and cessation reason, last unpaid working 
day, any additional payments due to the employee such as pro-rated bonus, leave encashment 

etc.;  

 Maintain the records for all resigned employees within the taxable year and include these in the 

Year-End Tax Filing (referred to as Alphalisting) for those employees who resigned before 
December 31; and notify SSS, PHIC and HDMF of an employee’s resignation within 30 calendar 

days from date of separation. 

 

Data Retention  
Companies in the Philippines are obliged to maintain all original employee documentation ( i.e.: 

employment contracts, employee files)  and payroll register reports detailing every pay item for at least 

three (3) years after an employee leaves the company (hard or soft copies are acceptable). 
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Statutory Absence/Payments 

Annual leave 
Holidays  
 

Seventeen (17) paid holidays (regular and special) per year as provided under Proclamation No. 655 (2014 

Declared Holidays)   

 

Vacation 
 

Thirteen (13) vacation days, with additional 1 vacation day every year starting on 2nd year of service and 

convertible to cash at the end of each year. Maximum total vacation leave is 18 days.   

 

Retirement  
 

The plan, which is 100% funded by the company calculated at one month’s base salary per year of service 

based on the employee’s latest basic rate upon normal retirement at age 60, death or total and permanent 

disability. Early retirement benefit can be available to 10 years of service equal to 50% of normal 

retirement benefit.     
 

Maternity leave 

The benefit is 100% of the insured's average daily covered earnings. The benefit is paid for 60 days for 

childbirth or a miscarriage (78 days for a caesarian birth). 

Daily covered earnings are the sum of the 6 highest months of covered earnings in the 12 months before 

the 6-month period (January–June, April–September, July–December, or October–March) in which the 
birth or miscarriage occurred divided by 180. 

Paternal leave 
 

All legally married male employees are eligible for 7 working days up to four (4) child birth or miscarriage 

of legitimate spouse to be availed within sixty (60) days from deliver / miscarriage.   

Sickness  

Twelve (12) days per year for the first two years of service. With additional 1 sick leave every year starting 
on 2nd year of service. Maximum total sick leave is 15 days. All unused leave days are convertible to cash 

in December of each year. 

A daily allowance of 90% of the insured's average daily covered earnings is paid. The benefit is paid after 

a 3-day waiting period (except for an injury or an acute disease) for up to 120 days in a calendar year. 
The benefit payment period must not exceed 240 days for the same illness. 

Daily covered earnings are the sum of the 6 highest months of covered earnings in the 12 months before 
the 6-month period (January–June, April–September, July–December, or October–March) in which the 

incapacity began divided by 180. 
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Benefits  
13th month 

The Company grants a 13th month pay equivalent to one (1) month’s pay to all eligible associates every 

November of each year. Associates with at least one (1) year of service as of November 20th shall receive 

a full bonus equivalent to one (1) month’s basic monthly salary while those less than one (1) year of 

service shall receive a pro-  

Mid-year Bonus 

The company grants bonus equivalent to a half month pay. All probationary and regular employees are 

eli  

Rice Allowance 

The Company shall provide rice subsidy to all eligible associates in cash which shall be incorporated in the 

payroll, tax-  

Meal Subsidy 

The Company provides its associates with a meal subsidy to partially cover for meals every day that the 

associate reports for work and to alleviate his daily expenses. An employee must have rendered the 

minimum number of hours per day to get a full or half-  

Tuition Fee Subsidy 

All employees are el  

Employee’s Educational Assistance Program 

Provides reimbursement of duly approved educational expenses upon satisfactory completion of the course 

and provided that the degree or course taken is relevant to the employee’s present or prospective job 

assignment. Maximum reimbursement per term is P 10,000. All regular employees are eligible to this 

 

Kapwa Tulong Program 

Cash assistance provided to an employee in cases of death of immediate dependents or calamity. The 

company matches the contribution of employees thru the Kapwa Tulong Program which is administered 

 

Attendance Bonus 

A bonus equivalent to one day pay given to all Regular and Probationary Employees who are Job Grade 8 

& below, and all Technicians. Associates must have perfect attendance in one (1) month with no tardiness, 

 

 Prolong Sickness (PSL) Benefits 

 It is given to all employees with at least six months of service. Purpose of this benefit is to provide regular 

employees with salary protection during recuperation period from certain medical conditions. The condition 

may include but not limited to;   
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o Chronic ailments requiring at least one month of treatment whether through hospitalization or outpatient 

basis.  

 o Major Operative procedures such as, but not limited to, general and specialized surgeries, and major 

gynecological operation. Obstetrical surgical procedures such as caesarian section are not included under 

this benefit.  

 o Post-  

Loyalty Token  

Employees are recognized for their loyal and dedicated service to the company for every five years of 

continuous service by the way of gift check or token, plus plaque of appreciation during the service award 

ceremony. 


