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FREQUENTLY ASKED QUESTIONS 
Procedural Guidelines for Court of Tax Appeals 

Hearings via Video Conference 
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Q: What cases may be heard by the CTA via video conference? 
A:  All CTA cases may be heard via video conference; however, priority shall be given to 

criminal cases, cases involving Motions for Suspension of Collection of Tax, and such other 
cases as may be determined to be urgent. 

 
Each Division shall identify and come up with a Preliminary Listing of Cases which may be 
heard via video conference. 

Q:  What platform will be used in hearings via video conference? 
A: Hearings via video conference shall only use the officially provided Philippine Judiciary 

365 platform which has, among others, the Outlook application for the official e-mail 
accounts, and the Teams application to host such hearings. The Supreme Court has 
provided the Offices of the Divisions with Microsoft 365 accounts. 

 
Hearings will be held via the video conferencing tools of Microsoft 365, specifically, 
Microsoft Teams. 

Q: How will the parties be notified of the hearing via video conference? 

A: Two (2) notices shall be issued, namely, 1) preliminary notice of holding hearings via video 
conference and 2) notice of hearings via video conference. 

Q: How will the preliminary notice of holding of hearings via video conference 
be issued? 

A: The preliminary notice of holding hearings via video conference shall be made in two (2) 
ways, namely 1) via email and 2) via posting of a general announcement in the CTA and 
BIR website and other social media platforms. 

Using the provided Outlook accounts, the Division Clerks of Court shall send to the parties 
an email of the Preliminary Listing of Cases which may be heard via video conference. 
Said preliminary notice shall 1) inform them of the availability of holding hearings via video 
conference, 2) attach the Guidelines For Hearings Via Video Conference, and 3) ask 
them to coordinate with the Division for scheduling of their cases. 

In order to reach a wider audience and to address those whose emails are not available 
to the Division Clerks of Court, a general announcement shall also be posted in the CTA 
and BIR website and other social media platforms containing the matters covered by the 
proposed email mentioned above. 
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Q: Who shall issue the Notice of Hearings via Video Conference? 
A:  The Notice of Hearings via Video Conference shall be sent by the Division Clerks of 

 Court using only the Microsoft Outlook accounts associated with their respective 
Microsoft 365 accounts to inform the parties of the scheduled hearings. 

Q:  What will be contained in the Notice of Hearings via Video Conference? 
A:  The notification email sent by the Division Clerks of Court shall include: 

 
1. The time and date of the scheduled hearing; 
2. A link to join the hearing; and 
3. A reminder that all details and information used to gain access to the proceedings 

shall be treated with strict confidentiality. Any unauthorized sharing of said details 
shall be dealt with accordingly and/or treated as contempt of court. 

Q: What should parties and/or counsels do after receipt of the notification 
email from the Division Clerks of Court? 

A: Parties and/or their counsels should acknowledge receipt of the email notification. Proof 
 of receipt of the notification email shall be properly recorded by the Division Clerks of 
Court.	

Q:  Who shall host the hearings via video conference? 

A: The Division Clerks of Court shall host all hearings by video conference. 

Q:  Who must be present at the hearing via video conference? 
A: The Division Clerks of Court, as host, shall ensure that the following shall be present before 
 starting any hearing via video conference: 
 

1. At least two (2) Justices; 
2. The prosecutor or counsel for the petitioner; 
3. The defense counsel or counsel for the respondent; 
4. A Clerk/Interpreter; 
5. A Division Stenographer; 
6. Where applicable; 

a. The accused (for criminal cases where the accused has not waived the right to 
be present in court), 

b. The witness called to testify, and 
c. A staff member of the Presiding Justice and the Associate Justice/s. 

 
During the arraignment and pre-trial of all newly filed criminal cases, the Court shall ask 
the accused whether they are waiving their right to be present at any stage of the trial. 
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Q:  How should the participants to the hearing via video conference appear? 
A: As far as is practical, the participants to the hearing stated above shall be visible to all 
 participants at any time during the proceedings. 

Q:  How should the hearings via video conference be conducted? 

A: Hearings held via video conference shall closely mirror hearings held under normal 
 circumstance. 

The dignity and solemnity of court proceedings shall be observed at all times. All 
participants shall be in appropriate attire. 

Q:  Where should court personnel access the hearings conducted via video 
conference? 

A: Court personnel may access these hearings from either their respective offices in the 
 Court or from their respective places of residence. 

Q:  What is logistically required of parties presenting witnesses? 

A: When presenting witnesses, the parties may be required to use multiple cameras and 
angles or a single camera supplying full view of said witnesses’ surroundings in order to 
prevent any coaching from occurring. 

Q:  What will happen if technical issues are encountered during the hearing? 

A: Proceedings may be suspended by the Chairperson if these are significantly affected by 
technical issues that prove difficult to quickly resolve. The reason for such suspension shall 
be properly recorded. 

 The concerned Division shall also notify the Court’s Management Information Systems 
Division of any scheduled hearing, so that at least one member of said department may 
be available and easily contacted in case of any technical difficulties that may arise 
during the proceedings. However, he/she will not be present in the video conference 
proceedings itself. 

Q:  What will happen if there are Court issuances related to the hearings? 

A: All court issuance related to the hearings shall be distributed via email. A Certified true 
 Copy of said issuances in hard copy form may be requested by the parties, but these 
shall not be furnished initially or without request. 
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Q:  How should documents to be presented during the hearings be submitted? 

A: Submissions of documents by the parties which are to be presented during the scheduled 
 hearings shall be sent to the official Outlook accounts of the Division Clerk, copy furnished 
the other parties via email. 

All pertinent documents received by the Division Clerk shall be sent to the Clerks of the 
Offices of all involved Justices via email. 

Q:  How will the proceedings be recorded?  

A: The proceedings of the hearings shall be recorded by the Division Clerks of Court using 
 the Teams application. The Division Clerks of Court shall store and file these video 
recordings and the same shall form part of the records of the case. 

 The proceedings shall still be transcribed by Court stenographers as is done during regular 
hearings. 

 The court records shall indicate that all hearings via video conference were held in such 
manner. 

No one else is allowed to record the proceedings. Any unauthorized recording of the 
proceedings by any of the parties may be considered as contempt of court.  

 

Source: Court of Tax Appeals En Banc Resolution No. 3-2020 

 
Disclaimer: The information in this article is for general information only and is not intended nor 
should be construed as a substitute for legal advice on any specific matter. A professional legal 
advice is still advisable and necessary. 


