
 

 

ANNEX A 
 

GUIDELINES ON THE SUBMISSION OF INVENTORY REPORT AND NOTICE 
THROUGH THE TAXPAYER REGISTRATION-RELATED APPLICATIONS (TRRA) 

PORTAL 
 

 
1. Visit the BIR Website (www.bir.gov.ph) and look for the eServices icon. 

 
2.  Click the Other eServices tab. 

 
3. Look for the TRRA Portal icon and click to visit the TRRA Portal. 

 
4. Prepare and scan the required document by clicking the “Submission of 

Inventory Report and Notice (Under RR No. 7-2024)” link in Step 1. You may 
download the suggested format by clicking the download here link. 

 

 
 

5. Select the type of application “Submission of Inventory Report and Notice 
(Under RR No. 7-2024)” in the List of Values (LOV) or dropdown field in Step 
2. 
 

 



 

 

6. In Step 3, select the RDO where you will submit the Inventory Report and/or 
Notice. The email address of the concerned Compliance Section where the 
report/notice should be submitted shall be displayed. 

 
 

7. Ensure that correct subject format will be indicated, and the scanned copy of 
the report/notice is less than 4MB in file size and converted in PDF format.  
 
Subject: <9-digit TIN><dash><5-digit branch code><underscore><name of report> 
 

e.g. 123456789-00000_INVENTORYREPORT 
        543210987-00005_NOTICE 
 

8. Click the “Email your Application” button. If your computer has default email 
application setup, a new email composition will be opened automatically, 
otherwise, copy the email address and correct subject format when submitting 
the report/notice online by logging-in to your email using a web browser. 
 

9. Check your inbox if there is a “Return to Sender” email notification. In this case, 
your submission is not received by the concerned recipient RDO. You may 
resubmit until successfully delivered or contact the concerned RDO. 

 
***NOTHING FOLLOWS*** 


