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GENERAL INFORMATION AND INSTRUCTIONS FOR HOTEL-MOTEL TAX RETURN
City of Vandalia Income Tax Division
P.O. Box 727
Vandalia, OH 45377-0727
Phone: 937-415-2240

INSTRUCTIONS FOR THE TOP SECTION OF THE MONTHLY HOTEL-MOTEL TAX RETURN

Hotel Name: Name of the Hotel-Motel.
Hotel Tax ID Number: Federal Tax Identification number provided by the Internal Revenue Service.
Address: Address of the Hotel-Motel.
Phones Number: Phone number of the Hotel-Motel.
Period From – To: This is the period of time for which rents are being reported.

LINE – BY- LINE INSTRUCTIONS FOR THE MONTHLY TAX RETURN
[bookmark: _GoBack]Please fill in the applicable boxes on the form.
Line 1 	Gross Rents: Report any rent, fee, or charge paid by the occupant, or on behalf of the occupant, for the room and all furnishings, services, and accommodations accompanying the use and possession of the room.
Line 2	Exempt Rents: List all hotel charges that are exempt from the hotel-motel tax. This line is for those occupants over 30 days of continuous rent. Copies of the exemption certificates must be attached or the exemption will not be valid.
Line 3	Other Exemptions: List hotel charges that are exempt due to government exemption or meeting/seminar exemption. Copies of the exemption certificates must be attached or the exemption will not be valid.
Line 4	Total Exemptions: Add lines 2 and 3 together.
Lines 5	Taxable Rents: Subtract line 4 from line 1.
Line 6	Tax Due: Line 5 time .03.
Line 7	Adjustments – Prior Period: List any overpayments or underpayments from prior periods. An explanation of the adjustment must be attached to be valid.
Line 8	Penalty: 10% penalty per month will be added for late payment.
Line 9	Interest: Interest per month will be added for late payments. See rules and regulations to calculate interest rate.
Line 10	Total Due: Add lines 6 through 9.

All hotel-motel taxes required to be collected by any operator shall be paid monthly. The hotel-motel tax is due on or before the 15th day of the following month as follows:
	Collection Month
	Due on or Before *
	Delinquent On

	January
	February 15
	February 16

	February
	March 15
	March 16

	March
	April 15
	April 16

	April
	May 15
	May 16

	May
	June 15
	June 16

	June
	July 15
	July 16

	July
	August 15
	August 16

	August
	September 15
	September 16

	September
	October 15
	October 16

	October
	November 15
	November 16

	November
	December 15
	December 16

	December
	January 15
	January 16


*: If the due date falls on a Saturday, Sunday, or City holiday, the last day to pay without incurring penalty and interest will be the next business day.
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