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SUMMARY
The Northampton County Controller’s department performs audits of hotel room rental tax
remittances every year for groups of hotels operating in Northampton County. The purpose of the
engagements is to ensure the accuracy and timeliness of the taxes remitted to the County. As part
of our continuing review of the hotel room rental tax we examine the remittance forms submitted
by the hotel operators and the financial and supporting documentation used to prepare these
monthly reports. Our findings fall into three general categories:
1. Operators are using out of date remittance forms and are filing incomplete or inaccurate
remittance forms.
2. There is inadequate or missing supporting documentation for exemptions claimed in any
one month.
3. There is general lack of understanding of exemption categories, rules and eligible exempt
organizations.
Our recent audit findings revealed similar patterns of reporting errors that were encountered when
an earlier review of audit findings was presented a few years after the hotel room rental tax was
initiated. This lack of improvement needs to be addressed so that the hotel operators can prepare
accurate remittances ensuring that the proper amount of hotel tax is collected and remitted to
Northampton County.
The purpose of this document is to present guidance to the hotel operators and their financial staff
regarding preparation of the remittance forms. The various sections in this document will address
the findings mentioned and provide instruction and guidance to promote understanding of the
remittance form completion and improve the accuracy of the forms submitted.

Hotel Room Rental Tax- List of Exhibits
 Exhibit A- Hotel Tax Remittance Form and Instruction Sheet
 Exhibit B- Hotel Room Rental Tax – Exemptions for Permanent Residents
 Exhibit C- Hotel Room Rental Tax – Exemptions for Non-Permanent Residents
 Exhibit D – Partial List of Major U.S. Government Agencies
 Exhibit E – Partial List of Major Pennsylvania Government Agencies
 Exhibit F – State Educational Institutions Exempt from Hotel Room Rental Tax
 Exhibit G – Pennsylvania Exemption Certificate
 Exhibit H – County Exempt Organization Attestation of Travel for Official Business
 Exhibit I- U.S. State Dept. Issued Diplomatic Tax Exemption Cards
This booklet of guidelines is can be obtained by clicking the following link: https://
www.northamptoncounty.org/CONTRLR/Documents/Hotel%20Tax%20Guidelines.pdf
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HOTEL ROOM RENTAL TAX REMITTANCE FORM & INSTRUCTIONS
1. The most recent version of the remittance form was revised in May 2013.
2. See Exhibit A for an example of the remittance form and line-by-line instructions.
3. The remittance form is in an Excel spreadsheet format and can be modified to include
formulas to ensure accurate calculations of taxable revenue, tax on taxable revenues, tax
due and total amount due. See page 22 of this document to open a blank useable Excel
remittance form.
4. The spreadsheet can be used to perform the tax calculations and is an easy way to reduce
calculation errors and omissions.
5. Attached to the remittance form is a set of line-by-line instructions explaining the content
of gross and exempt revenue, actual tax collected and explanations of the calculation
steps. The line # instructions marked in red are steps which require a calculation.
6. Operators must fill in all sections of the remittance form:
a. the calendar month and year being reported
b. the name and address of the hotel
c. the capacity (# rooms available for rent times # days in month) and actual
occupancy for the month
d. Gross Revenue
e. Exemptions for permanent and non-permanent residents
f. Calculate Taxable Revenue and Tax Due from Taxable Revenue
g. Actual tax collected
h. Tax Due – the greater of tax collected or tax due
i. Any late payment penalty
j. Total amount due
7. Amounts for actual tax collected (line 10) and tax due (line 11) are frequently omitted on
the remittance form. Our review of hotels’ financial/reservation systems clearly indicate
that room rental tax collected is captured on monthly reservation and financial reports in
all but the smallest of hotels. Gathering and recording tax collected should not be a
problem and it should not be omitted from the remittance form.
8. Certification- please sign and date the remittance form before sending it to the County

COMPONENTS OF TAX DUE CALCULATION

GROSS REVENUE
The occupancy of any room having at least one bed or sleeping accommodation is subject to the
tax. The tax is imposed on any “person”, which includes corporations and other legal entities, that
pays for the use of a room in a lodging facility for the purpose of sleeping.
Common Hotel charges subject to hotel room rental tax include:
•
•
•
•
•

Guaranteed reservations or “no show” room revenue.
Rollaway beds, cots, and cribs.
Pet charges – Pet’s occupancy of guest room
Pet clean-up fee- cleaning of room after stay with a pet.
Fees charged for damage done to rooms and for smoking in a room.
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Room safe and refrigerator fees if separately charged.
Room packages- for example: golf, skiing, honeymoon
♦ when the guest folio and hotel services are part of a lump sum that is not itemized
the entire amount is subject to hotel tax
♦ when the folio separately states the room charge from the other package items,
only the room charge is subject to the hotel room rental tax.

Common Hotel charges NOT subject to hotel room rental tax include
•
•
•

•

Banquet and meeting room rentals are not subject to the hotel room rental tax.
Complimentary rooms provided at no charge to guests, employees, travel agents etc. are
not subject to hotel room rental tax. This would include complimentary rooms for guests
that participate in and redeem hotel chain rewards program points.
When the amount charged by a hotel operator for occupancy includes the price of any
meals, only that portion of the consideration attributed to the room occupancy is subject
to tax. See the County hotel room rental tax rules and regulations for an allocation of
charges for rooms and meals.
Complimentary meals provided with room where food is purchased and prepared by the
hotel are not subject to hotel room rental tax - the meal is included in the price of the
guest room and the guest cannot opt out of the meal for a lower room rate.

EXEMPT REVENUE (EXEMPTIONS)
1. Certain categories of occupancy revenue are exempt from the county hotel room rental
tax.
2. These exempt categories are classified into two groups- permanent and non-permanent
and are based on the length of a guest’s stay or the guest’s affiliation with an exempt
organization.
3. Persons or entities contracting to use a hotel room for over 30 consecutive days are
considered permanent residents.
4. Transient or non-permanent residents who are affiliated with certain exempt
organization are also exempt from paying the hotel room rental tax provided that they can
provide documentation indicating that they are traveling on official business for the
exempt organization.
5. Exempt organizations include, but are not limited to:
a. Federal government agency employees
b. Employees of state agencies or their instrumentalities
c. Employees of Pennsylvania run universities and affiliated commonwealth
universities (Penn State, Temple, Pitt, Lincoln)
d. Students of the Federal Service Academies and active members of the armed
forces (when occupancy is solely for official purposes)
e. Low-income and displaced persons.
The County provides two forms to list exemptions for permanent and non-permanent residents.
You can open these Excel spreadsheets by clicking on the tag on page 22 of this document. See
Exhibit B for permanent residents and Exhibit C for non-permanent residents. The detail of
exempt revenues is required to be reported on theses supplementary schedules. We encourage the
hotel operators to use these spreadsheet forms to document valid exemptions claimed on
remittance forms and to accurately sum the total dollar amount of exemptions.
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Exemptions for Permanent Residents
•

After persons or entities have occupied or had the right to occupy a hotel room for 30
consecutive days they are no longer considered “transient” and are deemed permanent
residents.
The status of a permanent resident is effective for the rental period during which, or at the
expiration of which the 30th consecutive day of occupancy is completed and continues
thereafter so long as their occupancy remains continuous and uninterrupted.
If a person completes their 30th day of consecutive occupancy during, or at the expiration
of, a particular rental period, they are considered a permanent resident for the entire rental
period even though, during part of that rental period, the guest had not yet established
their status as a permanent resident. They remain a permanent resident for each rental
period thereafter in which their occupancy continues uninterrupted.
A person is not considered a permanent resident in any rental period prior to the
particular period during or at the expiration of which they completed their 30th day. They
are considered a transient during this prior rental period.
The hotel should include the exemption of room rental for a permanent resident in the
month that the resident achieves permanent status and not before.

•
•

•
•

Example: A guest checks in on March 15th and stays continuously at the hotel through April
28th.
• The guest is considered a permanent resident after 30 days. On April 13th the resident
completes the 30th consecutive day of occupancy and is now considered a permanent
resident and remains so until they check out on April 29th.
• The hotel can claim a permanent exemption for the guest for the room rental for the
guest’s entire stay during March from March 15 through March 31 (17 days) and in April
from April 1 through April 28 (28 days).
• The hotel can take an exemption for a permanent resident for a total of 45 days times the
nightly room charge. The hotel should include the exemption in April which is the
month that the guest becomes a permanent resident and not before then.
• The guest was considered a transient from March 15th- March 31st. Had the guest
interrupted his stay before April 13th permanent resident status would not be achieved
because the 30 days of continuous occupancy would not be satisfied.
Permanent Residents- Additional Information:
•

•

•

•

If a hotel collects tax in advance for a rental period during or at the expiration of which
the guest becomes exempt from tax due becoming a permanent resident, the operator
must refund the tax collected to the permanent resident and should not report or remit
such erroneously collected tax to the County.
Even if the hotel has a contract or written notice that the guest intends to stay for 30 or
more days the hotel would be liable for hotel tax if the guest fails to pay for the first 30
days. The hotel may wish to collect tax for the first 30 days then refund or credit the tax
to the guest. This is the same procedure used to calculate PA state hotel tax payable.
The occupancy or right to occupancy must be for 30 consecutive days. A person who
merely has the right to use a room or rooms on intermittent days of the week or month
cannot become a permanent resident even if they cumulatively occupy the room for
more than 30 days.
The status of permanent residents only continues so long as the occupancy or right to
occupancy continues uninterrupted. A resident who checks out of his hotel and breaks
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their consecutive and continuing occupancy loses their status as a permanent resident
and does not regain that status until 30 days of continuous occupancy are completed
again.
A change of rooms in the same hotel is not a break in occupancy.
An occupant who is an employee of an organization renting a room for 30 or more days
is considered a permanent resident. A list of employees eligible to be guests on
company letterhead signed by an authorized representative of the company is
acceptable. A purchase order or copy of the vendor check for payment of the rooms is
also acceptable forms of determining the organization’s intent to rent rooms.

Exemptions for Non-Permanent Residents
Non-permanent or “transient” residents who are affiliated with certain exempt organizations are
also exempt from paying the hotel room rental tax provided that they can provide an official
documentation indicating that they are traveling on official business for the exempt organization.
Our recent audits indicate that there is some misunderstanding regarding eligible exempt
organizations as it relates to non-permanent exemptions from hotel room rental tax. There is also
some confusion about documentation for sales tax exemption and hotel room rental tax exemption
which we’ll address.

Categories of Exempt Organizations & Entities
There are various categories of organizations which are eligible for exemption of the hotel room
rental tax in Northampton County and are in the list that follows here.
1. Federal employees of the United States Government, its agencies or representatives of the
Government of the United States or its agencies are exempt from paying hotel room rental tax
when staying in a hotel while on official business. Please see Exhibit D for a partial listing of
the major federal agencies of the U.S. Government.
2. Active members of the United States Armed Forces are exempt from hotel room rental tax if
they are acting as authorized representatives of the United States Government or one of its
agencies and the government or one its agencies pays for the hotel lodging. The major
branches of the United States Armed Forces are:
a.
b.
c.
d.
e.

United States Army
United States Navy
United States Air Force
United States Marine Corps
United States Coast Guard

3. Students and staff of the Federal Service Academies (not private military academies or
schools) are also exempt from hotel room rental tax if their lodging is solely for official
purposes. The Federal Service Academies are:
a.
b.
c.
d.

United States Military Academy – Army – West Point, NY
United States Naval Academy- Navy- Annapolis, MD
United States Air Force Academy- Air Force- Colorado Springs, CO
United States Merchant Marine Academy- Kings Port, NY
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e. United States Coast Guard Academy- Coast Guard- New London, CT
4. Employees and representatives of the Commonwealth of Pennsylvania or its
instrumentalities (subsidiary branches) are exempt from hotel room rental tax when their
occupancy is solely for official purposes and is paid by the state or one of its subsidiary
branches or agencies. See the attached Exhibit E for a partial listing of the major agencies
and instrumentalities of the Commonwealth of Pennsylvania
5. Contractors and subcontractors working for state agencies need to have proper
documentation indicating which state agency they are working for and have their hotel bills
paid by that same state agency. Presenting a Pa Exemption Certificate indicating that they
are a contractor working for the Commonwealth is insufficient. The state agency for which
they claim they are working for must pay for the hotel room rental.
6. Employees and representatives of Pennsylvania state-run universities and state-affiliated
commonwealth universities (Penn State, Temple, Lincoln and U. of Pittsburgh) and their
branch campuses qualify for exemption of hotel tax under the county hotel tax rules. See the
attached Exhibit F for a complete listing of state educational entities exempt from hotel tax.
Employees, representatives and guest of other colleges, universities, vocational colleges,
public or private, non-profit or for profit are not exempt from paying hotel room rental tax.
7. Persons who are lodging at a hotel due to their status as a low-income person or displaced
persons and families in transition to permanent housing due to a fire, natural disaster or
domestic situation are exempt from the tax regardless of the length of the stay. Such status
must be documented by any non-profit agency located in the county (i.e. American Red
Cross, churches, social services organizations etc.) or any agency of Northampton County or
Pa state government in order to qualify for the exemption. The agency needs to provide
complete documentation for the eligible parties and duration of the stay and must pay the
hotel for the rooms rented.
8. Foreign diplomats, consular officers, and staff members are eligible for certain tax
exemption privileges including hotel room rental tax through the Diplomatic Tax Exemption
Program. Mission tax exemption cards are used by foreign missions to obtain exemption
from certain taxes, including taxes on hotel stays and lodging. The exemption is authorized
by the presentation of a valid diplomatic tax exemption card at the time of payment. See
Exhibit I for information about US State department issued diplomatic tax exemption cards.
Expenses associated with the lodging of employees of foreign mission are considered official
when:
a. The foreign mission holds a valid Mission Tax Exemption Card
b. The travel of the individuals described above is conducted in support of the missions’
diplomatic or consular functions.
c. The lodging costs are paid for with a check, credit card or wire transfer transaction in
the name of the foreign mission. Missions are advised that cash is not an acceptable
form of payment.
A mission tax card may not be used to exempt taxes on hotel or lodging expenses unrelated to
a mission’s diplomatic or consular functions, such as those related to tourism, medical
treatment, or leisure travel. Additional information can be found on this US State Department
webpage: https://www.state.gov/ofm/tax/hotel/index.htm
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9. Also note that representatives of labor unions representing federal or state workers are not
eligible for tax exemption despite claims or indications that they are. Carefully examine their
Pennsylvania Exemption Certificate- form REV-1220 to see which organization they
represent.

Acceptable Forms of Proof of Exempt Status
The burden of proving that a transaction is not taxable lies with the hotel operator who must
demonstrate the proof with accurate records. The hotel operator must make an effort to examine
documentation presented by a customer claiming to be exempt from the hotel room rental tax to
determine if the documentation provided supports the validity of the exemption. Documentation
may include Pennsylvania state exemption certificates, letters of exemption, a completed copy of
the Northampton County “Exempt Organization’s Attestation of Travel for Official Business” or
Diplomatic Tax Exemption Program identification among others. See Exhibit G, Exhibit H &
Exhibit I for examples of valid exemption documentation. Acceptable forms of documentation
for exemption include the following:
1. Pennsylvania Exemption Certificate- form REV-1220. The guest should fill this form out
COMPLETELY or present one pre-filled out by their organization. See the highlighted
sections on Exhibit G for the items relevant to the hotel room rental tax exemption.
a. The checkbox labeled “state or local hotel room rental tax” at the top of the form
should be ticked. A sales tax exemption only form is NOT a valid exemption for
Hotel room rental tax
b. The checkbox #4 labeled “Purchaser is a/an” should be ticked and filled in with a
description of or the exact name of the entity the guest represents or works for.
For example: Federal employee, Pa state agency worker, member of US military,
foreign diplomat etc. All workers from these organizations should use this form.
c. The bottom section of the form should be completely filled out and signed by the
guest or an authorized official of the agency or instrumentality. They should list
the tax EIN and the full address of the organization they represent.
2. Some Federal agencies and subcontractors have customized Federal exemption forms
which are prepared listing essential information by the agencies they represent and are
widely used and valid in all states. The seal of the particular agency is often on the form.
3. In the absence of official exemption documentation the guest can complete and use a
copy of the Northampton County “Exempt Organization’s Attestation of Travel for
Official Business” which should then be kept on file by the hotel operator to substantiate
the exemption. See Exhibit H
4. A copy of the Diplomatic Tax Exemption identification card for foreign diplomats,
consular officers, and consulate staff members. See Exhibit I.
NON EXEMPT Organizations & Entities
There are numerous types of organizations which are not eligible for exemption of the hotel room
rental tax in Northampton County. It is important to note that many entities are exempt from the
state sales and use tax but are not exempt from the county hotel tax. Hotels should emphasize this
distinction with their guests from these organizations. Examples include the following:
•
•
•
•

Non Profit Organizations- 501c (3) Organizations
Religious, Charitable, Scientific organizations including churches
Private Universities and colleges – located within Pa. or outside Pa.
Public and Private primary and secondary schools and their employees
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Political subdivisions of Pennsylvania - County, City, townships, and other local
government employees including police and fire fighters
Out-of-State state, county and local government employees
Members of the U.S. Armed forces and Service Academies not on official business.
Fraternal and social organizations
National Banks and Federal Savings & Loan Associations
Joint Stock Land Banks
Representatives of labor unions representing federal or state workers
National Park Commissioners

OTHER TOPICS
Keep in mind that remittance forms and payments are due on the 20th of the month following the
month being reported. The date of the postmark determines if a payment is on time or late so be
sure to submit returns on a timely basis to avoid late payment penalties.
We encourage hotel operators to use the spreadsheet versions of the forms which can be modified
to accurately calculate tax amounts due, sum exemptions and determine the proper amount to
remit to the County. You may find that using the spreadsheets will save you time and reduce or
eliminate errors on the remittance form.
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EXHIBIT A

COUNTY OF NORTHAMPTON
Revenue Division
669 Washington Street
Easton, PA 18042
610-829-6187

HOTEL ROOM RENTAL TAX
For Period Ended

December 31, 2016
HOTEL INFORMATION

Facility Name
Address

Modern Hotel
Northampton County, PA 18xxx

Capacity and Rooms Occupied
1
2
3
4

Number of Rooms Available for Occupancy
Number of Days in Period Reported
CAPACITY
Number of Rooms Occupied for Period

60
30
1,800
1,350

Tax Due
5
6
7
8
9

Gross Revenue- $
Exemptions- Permanent Residents- $
Exemptions- Non-Permanent Residents - $
TAXABLE REVENUES
Tax Rate - 4%
TAX DUE FROM TAXABLE REVENUES

$0
0.04
$0

10 Actual Tax Collected - $
Tax Due $ (Greater of Line 9 or 10)
11
12 Late Payment Penalty $ (if postmarked after 20th of month due)*
TOTAL AMOUNT DUE - $ (Total of lines 11 and 12)
13

$0

* Refer to Instruction Sheet for calculating late payment penalties
TAXPAYER INFORMATION
Hotel Room Rental Tax is imposed at the rate of 4.0% of the consideration received by each operator of a facility within
Northampton County from each transaction of renting a room or rooms. The tax is to be collected by the operator of each
facility from each patron who rents a room. Each operator is required to file a tax return and remit tax due on or before the
20th day of the month subsequent to the month in which the tax was levied.

CERTIFICATION
I hereby certify that this return has been examined by me and that the information contained herein is true, correct and
complete, to the best of my knowledge and belief. This information is provided subject to the penalties of the Pennsylvania
Criminal Code, 18 Pa.C.S. Ss 4904, relating to unsworn falsification to authorities.

Signature

Date

Rev. 5-13
All prior versions now obsolete

EXHIBIT A

COUNTY OF NORTHAMPTON
Revenue Division
669 Washington Street
Easton, PA 18042

HOTEL ROOM RENTAL TAX
INSTRUCTION SHEET

Capacity and Rooms Occupied
Line 1.
Line 2.
Line 3.
Line 4.

Enter number of rooms available for occupancy
Enter number of days in period, e.g. January = 31, February = 28
Compute capacity: Line 1 times Line 2
Enter actual number of rooms occupied for the period

Tax Due
Line 5.
Line 6.
Line 7.
Line 8.
Line 9.
Line 10.
Line 11.
Line 12.

Line 13

Enter gross room revenues, both taxable and exempt. Do not include tax collected.
Enter exempt revenues for permanent stay residents. (1)
Enter exempt revenues for all exemptions other than permanent residents. (2)
Compute taxable revenues: Subtract Lines 6 and 7 from Line 5.
Compute Tax Due from Taxable Revenues: Line 8 times the Tax Rate (.04).
Enter the actual room rental tax collected.
Enter Actual Tax Due: Greater of Line 9 or Line 10.
Compute late penalty if payment not remitted by the 20th of the month:
Multiply Line 11 by 1.5% if remittance will be postmarked any day after the 20th day of the month
due but prior to the 20th day of the FOLLOWING month.
An additional 1.5% will be assessed for EACH subsequent month the remittance is not postmarked
by the 20th of THAT month.
Compute total amount due: Add Line 11 and Line 12

(1) The detail of exempt revenues are to be reported on the supplementary "Hotel Room Rental Tax Exemptions‐
Permanent Residents" and/or "Hotel Room Rental Tax Exemptions‐ Non‐Permanent Residents."
(2) All exemptions for Non‐Permanent Residents must be supported by written documentation of official business.
Note that the County Rules and Regulations, Part II, Section I. Records, specifies that "The burden of proving that the
Transaction is not taxable is upon the Operator and the Operator must demonstrate the same through accurate
records."
Make Check payable to "County of Northampton" (your canceled check is your receipt).
Mail completed forms and payment to:

County of Northampton
Revenue Division
669 Washington St.
Easton, PA 18042
Questions?
610-829-6187

Rev. 5-13
All prior versions now obsolete

EXHIBIT B

COUNTY OF NORTHAMPTON
Revenue Division
669 Washington St, Easton PA 18042
610-559-3116
HOTEL ROOM RENTAL TAX EXEMPTIONS- PERMANENT RESIDENTS
(Minimum of 30 consecutive days)
For Period Ended: ____________________________________
Facility Name: ________________________________________

Room
Number

Guest Name

Exemption Dates
Ending
Check in Date Beginning

Total
Days
Exempt

Exemption
Amount
$

Total

$

Hotel guest folios must be on file for all of the above exemptions.

REV. 5-13
All prior versions obsolete

EXHIBIT C

COUNTY OF NORTHAMPTON
Revenue Division
669 Washington St, Easton PA 18042
610-559-3116
HOTEL ROOM RENTAL TAX EXEMPTIONS- NON-PERMANENT RESIDENTS
For Period Ended: ____________________________________
Facility Name: ________________________________________

Date

Guest Name

Organization

Exempt
Code*

Rate

Exemption
Amount

Nights

$

$

Total
* Please Fill in the Exempt Code for the above exemptions using D,F,M, or S described below:
Per the "County of Northampton Hotel Room Rental Tax Rules and Regulations"; Part II; Section E; the exemption
claimed above falls under the following category:
F.
M.
S.
D.

Occupancy by workers of United States Government Agencies
Occupancy by active duty military personnel and/or students of the Federal Service Acadamies
Occupancy by workers of Commonwealth of Pennsylvania state agencies or instrumentalities
Occupancy by low-income or displaced persons with documentation from sponsoring agency

* Please note that all exemptions for United States Government, Military Personnel, or Commonwealth of Pennsylvania must be
supported by written documentation.
Hotel exemption certificates and folios must be on file for all of the above exemptions.

REV 5-13
All prior versions now obsolete

Exhibit D

Major U.S. Government Agencies

Department of Agriculture
Department of Commerce
Department of Defense
Department of Education
Department of Energy
Department of Health & Human Services
Department of Homeland Security
Department of Housing and Urban Development
Department of the Interior
Department of Justice
Department of Labor
Department of State
Department of Transportation
Department of the Treasury
Internal Revenue Service
Department of Veterans Affairs
Central Intelligence Agency
American Red Cross
Congressional Budget Office
General Accountability Office
Library of Congress
Environmental Protection Agency
Federal Bureau of Investigation
Federal Communication Commission
Federal Reserve
Federal Trade Commission
Federal Emergency Management Agency
Food and Drug Administration
General Services Administration
Nuclear Regulatory Commission
Occupational Safety & Health
Securities and Exchange Commission
Social Security Administration
Small Business Association
US Postal Service

Exhibit E

Commonwealth of Pennsylvania Major
Government Agencies

Attorney General
Auditor General
Department of Aging
Department of Agriculture
Department of Banking
Department of Community & Economic Development
Department of Conservation/Natural Resources
Department of Corrections
Department of Drug and Alcohol Programs
Department of Education
Department of Environmental Protection
Department of General Services
Department of Health
Department of Human Services
Department of Insurance
Department of Labor and Industry
Department of Military & Veterans Affairs
Department of Revenue
Department of State
Department of Transportation
Liquor Control Board
Emergency Management Agency
Higher Education Assistance Agency
Housing Finance Agency
Municipal Retirement System
Office of Administration
Office of General Counsel
Public School Employees' Retirement System
Public Utility Commission
State Employees' Retirement System
State Police
State System of Higher Education
State Treasurer

EXHIBIT F

EXHIBIT F

reV-1220 (as+) 05-17

START

➜
bureau of
business trust fund taxes
Po box 280901
harrisburg Pa 17128-0901

EXHIBIT G

PENNSYLVANIA EXEMPTION
CERTIFICATE

This form cannot be used to
obtain a Sales Tax Account
ID, PTA Account ID or Exempt
Status.

® state and LoCaL saLes and use tax
® state 6% and LoCaL 1% hoteL oCCuPanCY tax
® PubLiC transPortation assistanCe taxes and fees (Pta)
® VehiCLe rentaL tax (Vrt)
® ADDITIONAL LOCAL, CITY, COUNTY HOTEL TAX *

(Please Print or Type)

Read Instructions
On Reverse Carefully

THIS FORM MAY BE PHOTOCOPIED – VOID UNLESS COMPLETE INFORMATION IS SUPPLIED

CHECK ONE:

®
®

PENNSYLVANIA TAX UNIT EXEMPTION CERTIFICATE (USE FOR ONE TRANSACTION)

PENNSYLVANIA TAX BLANKET EXEMPTION CERTIFICATE (USE FOR MULTIPLE TRANSACTIONS)

Name of Seller, Vendor or Lessor
Street

City

State

ZIP Code

NOTE: Do not use this form for claiming an exemption on the registration of a vehicle. To claim an exemption from tax for a motor vehicle, trailer, semi-trailer
or tractor with the PA Department of Transportation, Bureau of Motor Vehicles, use one of the following forms:
FORM MV-1, Application for Certificate of Title (first-time registrations)

FORM MV-4ST, Vehicle Sales and Use Tax Return/Application for Registration (other registrations)

Property and services purchased or leased using this certificate are exempt from tax because: (Select the appropriate paragraph from the back of this form,
check the corresponding block below and insert information requested.)

®
®
®
®
®
®
®

1. Property or services will be used directly and predominately by purchaser in performing purchaser's operation of:
2. Purchaser is a/an:

3. Property will be resold under Account ID____________________________ . (If purchaser does not have a PA Sales Tax Account ID, include
a statement under Number 7 explaining why a number is not required.)
4. Purchaser is a/an: ______________________________________________________ holding Exemption Account ID
5. Property or services will be used directly and predominately by purchaser performing a public utility service.
® PA Public Utility Commission PUC Number ______________ and/or ® U.S. Department of Transportation MC/MX

6. Exempt wrapping supplies, Account ID____________________________ . (If purchaser does not have a PA Sales Tax Account ID, include
a statement under Number 7 explaining why a number is not required.)
7. Other
(Explain in detail. Additional space on reverse side.)

I am authorized to execute this certificate and claim this exemption. Misuse of this certificate by seller, lessor, buyer, lessee or their representative is
punishable by fine and imprisonment.
Name of Purchaser or Lessee
Signature
EIN
Date

Please sign after printing.

Street

City

State

ZIP Code

1. ACCEPTANCE AND VALIDITY:

For this certificate to be valid, the seller/lessor shall exercise good faith in accepting this certificate, which includes: (1) the certificate shall be completed
properly; (2) the certificate shall be in the seller/lessor's possession within 60 days from the date of sale/lease; (3) the certificate does not contain information
which is knowingly false; and (4) the property or service is consistent with the exemption to which the customer is entitled. For more information, refer to
Exemption Certificates, Title 61 PA Code §32.2. An invalid certificate may subject the seller/lessor to the tax.

2. REPRODUCTION OF FORM:

This form may be reproduced but shall contain the same information as appears on this form.

3. RETENTION:

The seller or lessor must retain this certificate for at least four years from the date of the exempt sale to which the certificate applies.

DO NOT RETURN THIS FORM TO THE PA DEPARTMENT OF REVENUE.

4. EXEMPT ORGANIZATIONS:

This form may be used in conjunction with form REV-1715, Exempt Organization Declaration of Sales Tax Exemption, when a purchase of $200 or more is
made by an organization which is registered with the PA Department of Revenue as an exempt organization. These organizations are assigned an exemption
number, beginning with the two digits 75 (example: 75-00000-0).

Reset Entire Form

TOP OF PAGE

NEXT PAGE

PRINT

GENERAL INSTRUCTIONS

Those purchasers set forth below may use this form in connection with the claim for exemption for the following taxes:
a. State and local sales and use tax;
b. PTA rental fee or tax on leases of motor vehicles;
c. Hotel occupancy tax (state 6%, Philadelphia 1%, Allegheny 1%) if referenced with the symbol (●);
d. PTA fee on the purchase of tires if referenced with the symbol (+);
e. Vehicle rental tax (VRT);
1.)

2.)

3.)
4.)

EXEMPTION REASONS

Property and/or services will be used directly and predominately by purchaser in performing purchaser's operation of:
A. Manufacturing
B. Mining
C. Dairying
D. Processing
E. Farming
F. Shipbuilding

This exemption is not valid for property or services used in: (a) constructing, repairing or remodeling of real property, other than real property used directly in
exempt operations; or (b) maintenance, managerial, administrative, supervisory, sales, delivery, warehousing or other nonoperational activities. Effective
October 1, 1991, this exemption does not apply to certain services and PTA tire fee.

Purchaser is a/an:
+
A. Instrumentality of the commonwealth.
+
B. Political subdivision of the commonwealth.
+ l C. Municipal authority created under the Municipality Authorities Acts.
+ l D. Electric cooperative corporations created under the Electric Cooperative Law of 1990.
l E. Cooperative agricultural associations required to pay corporate net income tax under the Cooperative Agricultural Association Corporate Net
Income Tax Act (exemption not valid for registered vehicles).
+ l F. Credit unions organized under Federal Credit Union Act or Commonwealth Credit Union Act.
+ l G. U.S. government, its agencies and instrumentalities.
l H. Federal employee on official business (exemption limited to hotel occupancy tax only. A copy of orders or statement from supervisor must be
attached to this certificate.)
I. School bus operator (This exemption certificate is limited to the purchase of parts, repairs or maintenance services upon vehicles licensed as
school buses by the PA Department of Transportation.)

Property and/or services will be resold or rented in the ordinary course of purchaser's business. If purchaser does not have a PA Sales Tax Account ID,
complete Number 7 explaining why such number is not required. This exemption is valid for property or services to be resold: (1) in original form; or (2) as an
ingredient or component of other property.

Renewable Entities beginning
with “75”:

A.
B.
C.
D.

5.)

6.)

7.)

G. Timbering

Religious Organization
Volunteer Firemen's Organization
Nonprofit Educational Institution
Charitable Organization

Permanent Exemptions beginning with
the two numbers “76”:

E. School District

Special Exemptions:

+

l

F.
G.
H.
I.

Direct Pay Permit Holder
Individual Holding Diplomatic ID
Keystone Opportunity Zone
Tourist Promotion Agency

Exemption limited to purchase of tangible personal property or services for use and not for sale. The exemption shall not be used by a contractor performing
services to real property. An exempt organization or institution shall have an Account ID assigned by the PA Department of Revenue and diplomats shall have an
identification card assigned by the federal government. The exemption for categories A, B, C and D are not valid for property used for the following:
(1) construction, improvement, repair or maintenance or any real property, except supplies and materials used for routine repair or maintenance of the real
property; (2) any unrelated activities or operation of a public trade or business; or (3) equipment used to maintain real property.
Property or services will be used directly and predominately by purchaser in the production, delivery or rendition of public utility services as defined by the PA
Utility Code.

This exemption is not valid for property or services used for the following: (1) construction, improvement, repair or maintenance of real property, other than real
property used directly in rendering the public utility services; or (2) managerial, administrative, supervisor, sales or other nonoperational activities; or (3) tools
and equipment used but not installed in maintenance of facilities or direct use equipment. Tools and equipment used to repair "direct use" property are exempt
from tax.
Vendor/seller purchasing wrapping supplies and nonreturnable containers used to wrap property which is sold to others.

Other (Attach a separate sheet of paper if more space is required.)

* Employees or representatives of the Commonwealth traveling on Commonwealth duty are exempt from any taxes on hotel stays or room rentals imposed by local
governments that are in addition to the 6% state tax and the 1% Philadelphia and Allegheny County hotel occupancy tax.
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EXHIBIT H

COUNTY OF NORTHAMPTON
Revenue Division
669 Washington Street, Easton, PA 18042
610-559-3116

EXEMPT ORGANIZATION’S ATTESTATION OF TRAVEL
FOR OFFICIAL BUSINESS
I, the undersigned, am a representative of the exempt governmental agency identified below. The rental
of living accommodations made on the dates listed below is for use by the exempt organization identified
below for travel on official business.
The charges for purchase or lease of tangible personal property, services, or the rental of living
accommodations from __/__/__ to __/__/__ are for the organization’s official use only.
Under penalty of perjury, I declare that I have read the foregoing and that the facts stated in it are true.
Authorized signature on behalf of the exempt entity:_________________________________________
Please print name & title of the representative:______________________________________________
Name of exempt entity:_________________________________________________________________
Address of exempt entity:_______________________________________________________________
Phone number of exempt entity:__________________________________________________________
Email contact of exempt entity:___________________________________________________________
IMPORTANT NOTE: THIS LETTER MAY NOT BE USED TO SUBSTANTIATE RENTAL OF
LIVING ACCOMMODATIONS FOR THE PERSONAL USE OF ANY INDIVIDUAL
REPRESENTING THE EXEMPT ENTITY ABOVE.
________Please initial that you have read and understood this document

FOR HOTEL PERSONNEL: I have seen and verified the guest’s official identification card and
written documentation of official business.
Signed____________________
Date______________________

NOTE: A copy of the written documentation of official business must be attached to this attestation, and
copies of both must be attached to the Hotel Room Rental Tax Exemptions – Non-Permanent Residents.
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EXHIBIT I
U.S. Department of State
Bureau of Diplomatic Security
Office of Foreign Missions

TAX EXEMPTION CARDS

NEW U.S. DEPARTMENT OF STATE
DIPLOMATIC TAX EXEMPTION CARDS
A New Design/Multiple Security Features/Faster Validation
In June 2011, the U.S. Department of State will begin
issuing a newly designed Diplomatic Tax Exemption
Card to eligible foreign diplomatic and consular
missions, and in most cases to their personnel and
eligible family members. Such missions and their
members use these cards to obtain exemption from
sales, occupancy, restaurant, and other similar taxes
imposed on either their official or personal purchases
in the United States or its territories.

The newly designed cards incorporate state-ofthe-art security features as well as other elements
intended to assist with the validation of the cardholder’s
entitlement to tax exemption privileges. The validity
of a Diplomatic Tax Exemption Card can be verified
on-line at https://ofmapps.state.gov/tecv/ or by
contacting OFM by telephone at (202) 895-3500, x2.
Please visit www.state.gov/ofm/tax/ for additional
information.

NEW DOS Tax Exemption Cards

Each tax exemption card bears one of the following animal symbols indicating the specific type of tax
exemption of the cardholder.

OWL

EAGLE

Cards with this image are
intended to be used solely
in connection with official
purchases; the cardholder/
mission is eligible for exemption
from sales, occupancy,
restaurant/meal, and other
similarly imposed taxes without
restriction.
Cards with this image are
intended to be used solely in
connection with personal
purchases; the cardholder is
eligible for exemption from
sales, occupancy, restaurant/
meal, and other similarly
imposed taxes without
restriction.

BUFFALO

Cards with this image are intended to be used
solely in connection with official purchases;
the cardholder/mission is subject to some
degree of restriction on exemption from
sales, occupancy, restaurant/meal, and other
similarly imposed taxes. (For example, such
cards may read “EXEMPT FROM TAXES IMPOSED
ON PURCHASES OVER $300; NOT VALID AT HOTELS.”)

DEER

Cards with this image are intended to be
used solely in connection with personal
purchases; the cardholder is subject to some
degree of restriction on exemption from
sales, occupancy, restaurant/meal, and other
similarly imposed taxes. (For example, such
cards may read “EXEMPT FROM TAXES IMPOSED
ON PURCHASES OF HOTEL STAYS, RESTAURANT
MEALS, AND RENTAL CARS.”)
Date: June 2011

Double-click on the yellow tag to open an Excel version of the Remittance
worksheet and Exemption worksheets.

