INITIAL DISCUSSION PAPER

Proposed Revisionsto Compliance Policy and Procedures M anual
Chapter 3 (Account Maintenance)

| ssue

Should proposed revisions to Chapter 3, Account Maintenance, be incorporated into the
Compliance Policy and Procedures Manual ?

Background

The Compliance Policy and Procedures Manual (CPPM) is the State Board of Equalization’s
(Board) guide for compliance functions including registration, account maintenance, and
collections. The chapters contained within the CPPM incorporate procedures and techniques that
have evolved over the years and have proven to be sound and practical. Board employees are
required to follow these procedures to ensure fair and uniform treatment of taxpayers.

CPPM Chapter 3, Account Maintenance, which was last revised in January of 1996, provides
guidelines on the procedures by which changes to established sales and use tax accounts are
made. These guidelines enable employees to effectively maintain the established sales and use
tax accounts. Either district offices or Headquarters employees may perform account
mai ntenance procedures, many of which can now be completed on-line.

The proposed revisions to CPPM Chapter 3 are shown in Exhibit 1, and summarized below.
Discussion of the proposed revisions to Chapter 3 is scheduled for the Business Taxes
Committee meeting on September 12, 2001.

Discussion of Proposed Revisions
Revisions proposed for the chapter include:

» Incorporation of procedural changes resulting from the adoption of IRIS (Integrated Revenue
Information System).

* Incorporation of policy and procedural changes that have been implemented since the last
revision.

* Incorporation of changesin grammar, format and terminol ogy.

IRIS Procedural Changes

The implementation of IRIS replaced most manual administrative functions with computer based
procedures. In regard to account maintenance, the computer procedures affected the processes
by which several changes are made to an account record, by enabling staff to input the change

Page 1 of 3



INITIAL DISCUSSION PAPER

Proposed Revisionsto Compliance Policy and Procedures M anual
Chapter 3 (Account Maintenance)

directly into the Board's database. Prior to IRIS, the processes for account maintenance used a
number of different manually prepared forms and a stand-alone computerized process. The new
IRIS procedures are incorporated throughout Chapter 3.

Policy and Procedural Changes

CPPM 301.000, Partnership Changes. This section was added to the CPPM to incorporate
relevant sections of Operations Memo No. 1089 — Revised Uniform Partnership Act (RUPA) and
AB 197 / AB 198 — Partnership Changes and Conversion to Another Business Entity (Type of
Business Organization). These provisions significantly affect the Board' s administration and
handling of partnership accounts, especialy in the areas of registration, billings and collections.
The laws governing partnerships in this state were changed with the codification of RUPA in
1996. It became effective for al new partnerships formed on or after January 1, 1997 and
became effective for all other partnerships on January 1, 1999, regardiess of when they were
formed. RUPA alows for the surviva (continuation) of a partnership entity after partners are
added or dropped. As aresult of RUPA, the Board no longer requires a partnership to obtain a
new permit or account when there is a change in partners. Therefore, if the business
(partnership) is being continued, but with the addition or deletion of a partner or partners, it isno
longer necessary to closeout the partnership’s permit.

CPPM 340.150, Revoked Procedure Information. Relevant sections of Operations Memo No.
1084 — Reinstatement Fees, were added to this section of the CPPM. Prior to June 9, 2000, it
was the policy of the Board to collect a reinstatement fee for locations that were active and
operated after the date of revocation but were closed out and inactive prior to the account being
reinstated. However, this policy has changed and reinstatement fees should be collected only for
those accounts or sub-locations of a consolidated account, which are active at the time of
reinstatement. |If those accounts or sub-locations of a consolidated account should reactivate at
any time in the future, the reinstatement fee would be due and collectable at the time of
activation.

Revisions to Grammar, Format, and Terminoloqy

Proposed grammatical revisions are minor and intended to conform the language of Chapter 3 to
current usage.

Proposed revisions to format include the renumbering of most sections and the deletion of
sections dealing with obsolete processes used for account maintenance prior to the
implementation of IRIS. The deletions include the remova of the exhibits illustrating the use
and completion of the obsolete Form BT-1047, Notice to Change Account Record. Moreover,
several decision tables are no longer covered in this chapter, since they are covered in Chapter 2
of the CPPM.

Proposed revisions to terminology include the use of standardized references to the Board's
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district offices and Headquarters units where appropriate.

Summary

Proper sales and use tax account maintenance is a vital component of the Board’s mission to
provide fair, effective and efficient tax administration. Maintaining accurate taxpayer records
information is fundamental to the proper administration of all functions performed by the Board
including billings, returns, collections, and taxpayer notifications. When there are changes to
taxpayers information such as an address change, close out of an account, start of a new
business or subsidiary, addition or deletion of partners, change of business name, etc, efficient
account maintenance procedures enable staff to ensure that a taxpayer’s records are accurate and
properly maintained. CPPM Chapter 3 details the policies, processes, and procedures used to
ensure efficient administration of the account maintenance process.

Prepared by the Program Planning Division, Sales and Use Tax Department

Current as of 05/01/2001

\\SUTD\DATA\DATA\BTC\BTC TOPICS - 2001\17 CPPM Chapter 3 (Acct. Maintenance)\Working Files\CPPM3 - IDP.doc
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Compliance Policy and Procedures Manual

Chapter 3

Account Maintenance

~ Sales and Use Tax Department
myy California State

Ay Board of Equalization

This is an advisory publication providing direction to staff administering the Sales and Use Tax Law and Regulations.
Although this material is revised periodically, the most current material may be contained in other resources including
Operations Memoranda and Policy Memoranda.

Please contact any board office if there are concerns regarding any section of this publication.



ACCOUNT MAINTENANCE

CHAPTER 3

Table of Contents

ACCOUNT MAINTENANCE 300.000

ACCOUNT MAINTENANCE DEFINED 300.010304-005
Origi naru ng Changa ................................................................................................................ 300.020 020309—929
Change Of ACCOUNE RECON .....ccuiiuiieiieiiteitiisiiseisiisessessessessessessessessessessessessessesseassasessesseasessessessessessesseans 300.030

Form BOE-777, Notice of Change in Reporting Basis Status

Form BOE-523, Tax Return and/or Account Adjustment Notice

PARTNERSHIP CHANGES 301.000
RUPA PrOVISIONS ..ottt sttt sttt 301.010
Documenting Partnership ChanQES .........uccciiesiicie ittt 301.020
Adding Or Dropping PartNerS. ...ttt 301.030

CHANGE OF FO-EX}SHNG-ACCOUNT RECORDS—ON LINE FUNCTIONS 305.000
Taxpayer Identification Number AccountsChange-ef-accountrecord ..........ccoovvvveiceieic e 305.010
On-Line Changes Made in Direct Input FieldsBF-1047-Neticeto-ChangeAccodntRecerd............. 305.020
On-Line Changes Made Using Moreable + FieldsBF-777-Netice of Changein-RepertingBasis...... 305.030

On-L| ne Chanq& Made Us nq Modlflcatlon FlddsBlszsiFaeRetumendlepAeeeuFbt—Adjﬂstment—NeneeSOS 040

INTERDISTRICT MOVES OF BUSINESSLOCATION 310.000311.000
Y R B e = e B ———YY_— 311.005
L1 = 0TI (ot 1Y o = TR 310.010
Processing An Interdistrict MOVE-OEACEOUAL............ceeei e 310.020311.010

Review For Close-Out
Account with Security
Processing An Interdistrict Move Of Business Location

BT 1047 AND BT-7774-CHANGE INTO REPORTING BASIS 315313.000
Overview of Changesin to-Reporting BaSiS .......cccccvvvvereeeeres e 315.010313:005
Factorsto Consider When Changing Reporting BasiS.........ccccocvvvveeeeveeneseseseeseese e 315.020313.006

October 2001AprH-1997




COMPLIANCE POLICY AND PROCEDURES MANUAL

Preparation-of-Form BOEBT—777, Notice of Change in Reporting Basis...........ccoevevenee 315.040313.010
Preparation-of BT—777for-Form BOE-1241, Notice of Prepayment Status...........cc.ee... 315.050313.011
Deletion of Prepayment Status Effective January 1 ........cccccvvevveieeieenevesienesesseesee e 315.070 07031%915
Changesto or from Y early Reporting BaSiS........ccouveiiiiiiiiiiisiiiicisiiestsises s, 315.080
Changec to SpeC|al Reportl ng Bass—Fe#mBI—l@ﬂ .................................................... 315.090313.020

REPLACEMENT OR REISSUANCE OF PERMITS 320.000
Generd Guides Ffor Replacement Oar Reissuance O0f Permits..........occovreinnnccnnnecneseseeeens 320.010
= 1= oY = 111 £ TR 320.020

Permit Replaced Or Reissued
Permits Will Not Be Replaced Or Reissued Under The Following Circumstances

Certificate Of REGISITAtiON--USE TAX ....c.covrurueuirirerieieiererie et e bbb es 320.030040
BT10470N-LINE CODENG-GRIDFIELD ENTRIES 325.000328-:000

L 328.005
BaASIS COUES......ccueiiteeiteeete ettt ettt et e et et st s e sae e e bt ebe et e eatesbeesbeesbeesbeensesasesaeeabeebeenbesaresatesntesnneanns 325.010328:010
BUSINESS COUE ....ccveeiteeie ettt ettt ettt et st s e s teeste e beeateeataebeesbeesbeesbesasesasesaeesbeenbeenbesatesaeesnnesanesans 325.020328:020
Verification or Correction of Business Code— GCoade29-Accounts Characteristic Codes.............. 325.030328:021
LI N == L o o TR 325.040328-020

Sales And Use Tax

City And County Codes

Add-On Codes

In-Lieu Codes

Consolidated Accounts
Original Starting Dat@ COE...........c.cocvieie e e e re e seeaenrenrennens 325.050328.040
OWNET COUR ... .ecuvieteeeteecteecte et e et ee et e e bt e ete et e et e eatesbeesbeesbeeabesasesaseesseebe e beenbeeabesssesaeesbeesbeenseenseenrenns 325.060328-:050
ACCOUNANE COUE ARAISIS ... viveceieeieeeie sttt e ettt e e et este b e s reesaesae e e beseesresneeneeneenseneenns 325.070328.060
HQ U% i s e i i  -J . v iiinitt\ ' }!}i!t - A L 328.070

Snecial Reaturn-Processina-Code 229
t eU—rocess g ot — o e e e S£0-
1 Q

CONVERSION OF CONSOL IDATED ACCOUNTSUSING-FORM-BT—1047 330.000332:000
M hAEHS- 8 CONVEISIONZPIOCESS ... eveeueeueeeeteseestesueeseeaeeseeseeseessessesseeneasessessessesseeneensenseseens 330.010332:005
Terms Used When Dealing With Consolidated ACCOUNES .........coceeeeieerereneneeeee e 330.020332.006

October 2001A-pr-|-|—]:99—7



ACCOUNT MAINTENANCE

Conversion of Single Location Account to Multiple Location Account ...........c.cceceeeeenee. 330.030 030332—939

Consolidated Account

Master Location

Sublocation

Sub-Permit

Sub-Permit Sart Date
Conversion of Taxable Activity Tvp&s “SX-ACEOUAHIO“SYOF“SZ™ ...t 330.040332.032
Adding New Sublocanons to an Existing Consolidated Account ..........cccoceverereeieeneennene 330.050332.0640
Preparation of Permit Cards for Consolidated ACCOUNES ..........coooeiererieeiene e 330.060332:050
MOVE Of @ SUDIOCELION......cueeiueitiieeietert ettt 330.070332:060
Cl0SE0ULS Of SUDIOCELIONS......c.ccuiiteieeiiete ettt 330.080332.065
Conversion of Consolidated Account to Single Location ACCOUNt ............ccocevereereereeenne 330.090332.670
Other Changes to Consolidated ACCOUNES.........ccouerriiierereeie et 330.100332:080

Rei nstatement Of Account After Revocation

ConversionTo-Seller From-Consumer-Use Tax-or-Certificate of Registration — Use Tax330.110 1103324&9

Docurnents Reqw red
BT-523-TAX RETURN/OR ACCOUNT ADJUSTMENT NOTICE_BOE-523 335.000356:000
FOrmBT 523 OVEIVIEW ...ttt sttt 335.010350-005
FromBT-523-Tax Return and/or Account Adjustment Notice USES..........cccvevevreeiennnns 335.020350:010
Returns for Periods Prior To Starting Date or for Partial Periods............cccevvevvveveeienennne, 335.030350.020
Information for Preparatron of Form BFBOE- 523 ............................................................ 335.040 040359939

Transfer of a Return Ffrom One Account Ft0 ANONET .......ccvvvvceerieiii e 335.050350.070
AccountsReceivable BalanceDifference Under One Account Transferred to Another Account335.060350-080
One Account — Return for One Perrod Transferred to Another Period.........ccccccvvvenennee. 335.070350-090
Crrt Active A fccnt .................................................................................................................. 350100
Split 2 REtUrN BEWEEN ACCOUNES. .....ueeiiueiiisesiiesiisesiisesiisessstsssesssesssessssessasessasessasessssessnsessnsesssnees 335.080

One Account — Tax for One Period Erreneoushy-Included in a Return for Another Period335.090350-110
Prepayment-Account—Adjustment of Prepayments Unsupported by Quarterly Return(s)335.100350-120

DELINQUENCY CONTROL, REVOCATIONSAND REINSTATEMENTS 340.000360-000
(@ V< V1= TR 340.010360-005
Terms Used in Administration of the Delinquency Program .........cccoceeeveienieeieneseneene 340.020360-008
Periodic Delinquency Periodic Delinguency
Cause Delinguency
Period Code
Periodic Withhold

Cause Delinguency Withhold
Account Level Withhold
Account-Level Bankruptcy Withhold

Establishing or Clearing DEliNQUENCIES .........ccoiiiiieeieesee e 340.030360-011
Cause Delinquency
Periodic Delinquency

REASONS fOr REVOCALIONS........voecieeiieectee ettt et et eeete e et e e sae e e beeenseeebeseneeenes 340.040360.010

October 2001AprH-1997




COMPLIANCE POLICY AND PROCEDURES MANUAL

T —— 360.020
INitiation Of REVOCATON ACLION.........iiiiiieeei ettt sb s st e sab s saeesaras 340.050360.030
Notice to Appear — Revocation ProCEEOINGS. .....iiuuiiiieiiieiiieiiieiiieesieieseesssessseesssessseeessessseesssenas 340.060
Stop Citation and ReVOCEL 0N ACH ON......uuiiieiiiei it iieisiesiisessiesiesessssessssessssessssesssressssesssressnneesaes 340.070
Periodic Delinguency
Cause Delinquency
I—Imr ng I\Ir\hr\ne 260040
=R H o ———--——e—] YRkl A i 360.040
60.050

Effective Date of Revocatlons ............................................................................................ 340 080369069

Effect of Revocation 260.070
SOY Y

Payments After REVOCALION.........cccveuiieeeeie et st e et e et sre e e neeneas 340.120360-120
I NOPErative REVOCAIONS.......ccveieiceieieeiesieses et se e et e e st seese e e e seseesrestesnesresneesenneens 340.130360:130
Revoked Accounts ClOSEd OUL IN EITOT ........ocueeivii ettt 340.140360.-140
Revocation Procedure INfOrmMatioN ... .o icesiiesiieesiiesiieesissesisessssesssessssessnsessssessssssssesssnssssessnnneas 340.150
Revoked Automobile Deal BFS s 340 160

October 2001AprH-1997



ACCOUNT MAINTENANCE

CHAPTER I

ACCOUNT MAINTENANCE 300.000

LACCOUNTMAINTENANCE RESPONSIBHHHES —————————————————————————————— 301000

4.ACCOUNT MAINTENANCE DEFINED 300.010361-005

Account maintenance is the procedure, or combination of procedures, by which changes to established Ssales and
uuse IFtax accounts are made. Theee changes reflect corrections;_and updates. and-meves—or—invoke-special

» m v Eeither field-offices district or Headquarters units-and-staff
may perform account mai ntenance procedures Most procedures are be-done on-line.-er-by-paper-input. However, a
few procedures are processed through assignment control.

4-ORIGINATING CHANGES 300.020364-020

Most changes are initiated by the district eriginate-in-field-offices-from information received from the taxpayer
information-and-_or other sources. In some casesOecasionally, headquarters units-may-receives information before
the district indicating a possible need for change. Generally, the information is transmitted-forwarded to the district
inits original form such asa Ietter ora copy of the document from a taxpayer..-or-by-use-of-Form-BT—1047,-Netice
) Miscellaneous changes to the registration records may
be processed by the Customer & Taxpaver Serwces Section (CATS), Account Analysis and Control Section, or the
district Registration-Unit-or-the-field-office. Those items —forwarded-to-the-fieldforwarded to the district effice
should be promptly processed.

Mayest October 2001
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CHANGES TOBEXISHNGACCOUNTRECORBS— —————————————————————————————305:000
4.CHANGE OF ACCOUNT RECORD 300.0303065-010

Form BFBOE-777, Notice of Change in Reporting Basis Status

Form BT-777 is used by the didricts field-officesto notify taxpayers of a change in reporting basis for sales and use tax
accounts. This form can be printed by the on-line registration system. The actual change in reporting basis is
accompl ished on- I|ne and Form BOE-777 isonly u%d to n0t|fv the taxpayers of the change and the effective date of the

Form-BFBOE-523, Tax +Return and/or Account Adjustment Notice
Form-BFBOE-523 may be used for the following functions:
2—Change the closing-date-of-a-closed-out-aceount
3—Indicate aclosed-out-aceount never-operated
»  4-Move returns and/or payments between accounts or ameng-within the same accounts.
»  Transfer returns with a change to either start date or close-out.
»  Split returns between accounts or within the same account.

county Iocal or speC|aI taX| ng jUI’ISdICtlonS ta;e%may—be—made
*  Clear delinquencies for audits
All other changes are made on-line.
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CHANGES WHICH MAY-CANNOT BE MADE TO EXISTING ACCOUNTS WATH-FORM-BT-1647300.040316:6H

Certain aceount-changes may not be made to an existing account either manually or on-line:under-any-cireumstances

P etion

1.  Incorporation of an account or formation of limited liability company

H2. Change of tax-pregramT axable Activity Type from-temporary-{tax-code“ ST )}-to-regularand-vice-versa

Change of start-date
23, *Change of ownership type after taxpayer has filed the first return, such as from individual to partnership

Each of the situations above; execept-the-changes-of start-date,- requires closeout of the permit and issuance of a new

permit;,—Use-form-BT-523-to-change-the-start-date. Eexcept in the case of correction of the permit to the actual
ownership that existed at the inception of the permit.

| May©Oeciober 2001
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PARTNERSHIP CHANGES 301.000
4.RUPA PROVISIONS 301.010

The Revised Uniform Partnership Act (RUPA) made significant changes to the laws governing partnerships in
Cdlifornia and reguires changes to the way the Board administers partnership accounts. It became effective on
January 1, 1997 for all new partnerships formed in this state on or after that date. |t became effective on January 1,
1999 for all partnerships — regardless of when they were formed. Partnerships formed prior to January 1, 1997 could
elect to be governed by RUPA during the ‘transition” period from January 1, 1997 to January 1, 1999 (if no such
election was made, they would not have become subject to RUPA until January 1, 1999.

RUPA provides that partnerships are distinct and separate entities from their individual partners and allows for the
continuation of a partnership with the addition or deletion of partners. [For more detailed information on RUPA, see
revised CPPM Section 724.000]

In accordance with RUPA, staff should not close-out a partnership permit and issue a new one, merely because of a
partner change (unless a written partnership agreement specifies dissolution of the partnership in such
circumstances). Since the permit will continue, for account maintenance and other purposes, it is imperative that
partner-change information, when received by district staff or Headquarters personnel, be properly documented.

DOCUMENTING PARTNERSHIP CHANGES 301.020

RUPA does not require that notice be given to government agencies or creditors when a partner is added or dropped
from a partnership. Therefore, to ensure that Board records are accurate and up-to-date, is be important to timely
and accurately document when partners are added or dropped and when notice was received. The Board's permit
applications and selected pamphlets have been revised to advise applicants of the importance of notifying the Board
immediately whenever a partner is added or dropped. Although RUPA does not require such notice, prompt
notification to the Board may protect former partners from tax liabilities incurred by the partnership after they
dissociated (left the partnership), and may protect new partners from liabilities incurred before they joined the

partnership.
When notified by telephone that a partner has been added or dropped, the person receiving the information should

obtain and document the following information. Note: The Partner-Change Information sheet attached to this section
may be used for this purpose:

Name of the person providing the information.

Phone number and address of person providing the information.

Name of partnership and/or name of business (DBA).

Account number, if known.

Name(s) of managing partner or partners (at least one partner’ s name should be obtained).
Name(s) of partner(s) added or dropped.
Effective date(s) of change.

N o o &~ wDd -
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DOCUMENTING PARTNERSHIP CHANGES (Cont.1) 301.020

In addition to the above, the following steps should also be taken, when appropriate:

» The person receiving the call should include his or her name on the information sheet and the date the
information was received. The caller should be asked to send in written confirmation of the information
provided. If written confirmation is not received within two weeks, a confirming letter should be sent to the
caller who provided the information by the district of control. A first-line supervisor or his’her designee should
send the confirmation letter. A copy of this letter should also be sent to the business address in the name of the
partnership or business name (DBA). A copy should also be sent to the Taxpayer Records Section and another
copy retained in the district. Attached to this CPPM section are two suggested confirmation letters that may be
used: one is for confirming the addition of a partner and the other letter is for confirming the dropping of a
partner from the partnership. If more than one partner is being added or dropped, multiple letters should be
sent.

» If the call isreceived in a district office or in any section directly responsible for the account, the information
sheet should be given to the person’s immediate supervisor. The supervisor will assign staff to enter the
information on-line in the comments section of appropriate screens for the SUTD or the STD accounts. All
information on the sheet should be entered. The Difference sub-system in IRIS or the A/R screens in STARS
should be checked for any unpaid balances on the account. Any A/R information should also be entered,
including the reporting periods. If there are no outstanding liabilities on the account, a notation should be
entered indicating there is no A/R balance. The supervisor will then ensure that the information sheet is filed
and maintained in a centralized location for future reference (most likely, for on-line entry into IRIS or STARS
when planned RUPA enhancements to these automated systems become operational).

» |f notice of a change in partnersis received in the Customer and Taxpayer Services Division (CATS) or in any
other section not directly responsible for the account, the information sheet will be completed as above and
forwarded to the district or section responsible for the account, to the attention of the District Administrator or
section supervisor in charge. This person will then ensure that the above procedures are followed and the
information is entered on-line, including any A/R data.

« If, for whatever reason, all the pertinent information cannot be obtained during the initial phone contact, an
effort should be made to at |east obtain the caller’s name, phone number (or address), account number or name
of the business, and at least one partner’s name. A return phone call to the person should then be made as soon
as possible, or the person’s name, number and other particulars should be forwarded to the responsible section
or district of control for follow-up.

e |f information is received in the mail, the correspondence should be forwarded to the district or section
responsible for the account for follow-up and processing as described above.

MayOctober 2001
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DOCUMENTING PARTNERSHIP CHANGES (Cont.2) 301.020

Partner-Change Information

Caller Information

Name of person requesting change:

Phone number of caller: Date Notified:
Address of caller:
Name of Partnership: Account Number:

Names of current partners:

Changes Requested and Effective Dates:

Partner Added Date Partner Dropped * Date
1. Comments entered on TAR Al for this account? *For any partner that has been dropped,
send completed information to:
|_| Yes |_| No Registration Specialist, Special Projects
Team,
All comments should be printed and attached Program Planning Division (MIC: 40)
2. Asked caller to provide written confirmation of these changes? [ |Yes [ |No

3. Written confirmation must be received within two weeks of the date notified. Follow up on

[ Written confirmation received from partner or person providing information on

[] Confirming letter sent to partner or person providing information on

L] Confirming letter sent to Partnership at business address on

Delinguency and A/R Information

Period A/R Balance T Delinquent? Yes/No

to

to

to

T Supervisor or designee will notify Special Procedures Section of any accounts with an existing A/R balance

Employee Taking the Call Date completed and sent to Supervisor

Mayost October 2001
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DOCUMENTING PARTNERSHIP CHANGES

(Cont.3) 301.020

Supervisor Section

District RUPA Log

|

|

| Form completed, including follow up? Yes No

| Documentation attached? Yes No

| E-mail sent to Special Procedures? Yes NO | send E-mail if A/IR balance exists

| Deleted partners sent to MIC 407 Yes No

| Documentation sent to district of control? Yes No

| Comments printed and attached? Yes No

| Documentation sent to Taxpayer Records? Yes No | Date sent:
Entered in RUPA Log: (see suggested log Yes No | Date entered:
below)

Comments:

List of Partnership Accounts where partners have been added or dropped for year

Account Number

Account Name

Process Date

(of Partnership
Change)
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DOCUMENTING PARTNERSHIP CHANGES (Cont.4) 301.020
2

STATE OF CALIFORNIA -
STATE BOARD OF EQUALIZATION First Distiet, Hayward
(INSERT LOCAL OFFICE ADDRESS)

TELEPHONE (INSERT LOCAL OFFICE PHONE NUMBER) _DEAN ANDAL
FAX (INSERT LOCAL OFFICE FAX NUMBER) Second District, Stockton
www.boe.ca.gov CLAUDE PARRISH

Third District, Torrance

Date JOHN CHIANG
Fourth District, Los Angeles

KATHLEEN CONNELL
Addressee (nafne of partner added) State Controller, Sacramento

Address (histher address)

JAMES E. SPEED
Executive Director

Account Number (SR XX 99-999999)
(Business Name / DBA)

Dear (name of partner added):

Thisisto confirm [information recently provided to us] that you have joined (insert name of partnership,
if known) [or] [the partnership] registered to the above-referenced Board of Equalization account, [doing
business ag] (insert business name or DBA, if there is one), effective (date of addition to partnership).
Accordingly, your name has been added to our registration records as an active partner for this account.

[Note:  The next paragraph is optional, depending on whether or not the information was received from
athird party and not directly from the partner added.]

The above information was received from (name of person supplying information), which was provided
to us on (date information received). If this information is incorrect, please contact us at (local office

phone number).

Y ou should notify the Board immediately if you ever dissociate from or leave this partnership, as timely
notification could affect your personal liability for any taxes that might be incurred by the partnership
busi ness after your separation.

Very truly yours,

Authorized Representative
Board of Equalization
(insert city), California

cc: (insert partnership name, if known, or business name / DBA, or name(s) under which account is

registered.)

(insert business address or address of record.)

Mayest October 2001
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DOCUMENTING PARTNERSHIP CHANGES

(Cont.5) 301.020

STATE OF CALIFORNIA

e

@

STATE BOARD OF EQUALIZATION

(INSERT LOCAL OFFICE ADDRESS)
TELEPHONE (INSERT LOCAL OFFICE PHONE NUMBER)
EAX (INSERT LOCAL OFFICE FAX NUMBER)

www.boe.ca.gov

JOHAN KLEHS
Eirst District, Hayward

DEAN ANDAL
Second District, Stockton

CLAUDE PARRISH
Date Third District, Torrance

Addressee (name of partner dropped)
Address (histher address)

Dear (name of partner dropped):

JOHN CHIANG
Fourth District, Los Angeles

KATHLEEN CONNELL
State Controller, Sacramento

JAMES E. SPEED
Executive Director

Account Number (SR XX 99-999999)
(Business Name / DBA)

This is to confirm [information recently provided to us] that you are no longer associated with (insert

name of partnership, if known) [or] [the partnership] registered to the above-referenced Board of

Equalization account, [doing business as] (insert business name or DBA, if there is one), effective (date

of deletion from partnership). Accordingly, your name has been deleted from our registration records as

an active partner for this account.

[Note:  The next paragraph is optional, depending on whether or not the information was received from

athird party and not directly from the partner added.]

The above information was received from (name of person supplying information), which was provided

to us on (date information received). If this information is incorrect, please contact us at (local office

phone number).
Very truly yours,
Authorized Representative
Board of Equalization
(insert city), California
cc: (insert partnership name, if known, or business name / DBA, or name(s) under which account is
registered.)

(insert business address or address of record.)

May©Oetober 2001
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ADDING OR DROPPING PARTNERS 301.030

When a partner is added or dropped, generally the permit will continue if the business continues and no new permit
will be issued unless the partnership agreement specifies dissolution of the partnership when partners are added or
dropped. In that case the permit will be closed-out and a new one issued to the new partnership or other entity.
Partner-change information, when obtained, will be recorded and processed as outlined in CPPM 301.020.
Confirmation letters will be requested and sent, and copies will be retained in the district and forwarded to Taxpayer
Records.

If a partner dissociates herself/himself from a partnership or is otherwise removed and this results in only one partner
remaining, the original permit should be closed-out and a new permit issued for the business. The new permit should
be for a sole proprietor or other non-partnership entity, since there cannot be a “partnership” consisting of only one
person. By definition, a partnership is an association of two or more persons, formed to carry on a business for

profit.

When a partner is added, the name, address, and other information of the partner will be added to the registration
record in the Client Taxpayer System (IRIS and STARS accounts) and comments entered on-line as stated on CPPM
301.020. The comments are essential since the Board's automated systems do not yet have the capability to record
start-dates for new partners. If there is an existing unpaid balance on the account, a memo or e-mail should be sent
to the Supervisor of the Special Procedures section for notification, identifying the account number, name(s) of the
new partner(s), and the date each partner was added. Special Procedures will then monitor the account to ensure that
no liens or other actions are taken against the new partner(s) for liabilities incurred before joining the partnership.
The person entering information on-line will enter comments in either the TAR Al registration screen for SUTD
accounts, or the SPR Al screen for STD accounts. All information on the sheet and any A/R information should be
entered.

When a partner is dropped, the district or section of control will not delete the partner’s name from registration.

Instead, for SUTD accounts comments will be entered on-line as above and the account number, names of the
dropped partner or partners, and copies of the written confirmation and other evidence will be forwarded to the
Registration Specialist, Special Projects Team, Program Planning Division (MIC 40). For Special Taxes accounts,
the same process will be followed except that the information and confirming documents will be sent to the
respective Registration Specialist in the section where the account originated. This is a temporary procedure
designed to provide greater control and centralized monitoring of partnership deletions until planned RUPA
enhancements to the automated systems become operational. The Registration Specialist will ensure that proper
comments have been entered on-line and will delete the partner’s name from registration only if there is no
outstanding liability on the account. Otherwise, the partner’s name will remain on the on-line registration record.

Mayest October 2001
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4-CHANGE OF ACCOUNT RECORD - ON-LINE FUNCTIONS 305.000
TAXPAYER IDENTIFICATION NUMBER ACCOUNTS 305.010

All account maintenance changes to a Taxpayer |dentification Number (TIN) record are made on-line using the Client
Maintenance (CM) program, in the Client Taxpayer System (CTS). Detailed instructions for making TIN changes are
found in Chapter 8, Maintenance, in the CTS/STAR User Guide. Changes that can be made to an existing TIN account
include:

Adding or Changing Partners

Address Changes or Corrections

Agent Information

AKA (Also Known As)

CORP# (Corporation Number) Field

DAY P (Daytime Telephone Number) Field

DLIC (Driver's License) Field

DOB (Date of Birth) Field

EVEP (Evening Telephone Number) Field

FAX (Fax Machine Telephone Number) Field

FEIN (Federal Employee | dentification Number)

LLC# (Limited Liability Company Number)

LLC Sunset Date Field

Employer information

Spouse information

Mail Name

Miscellaneous | nformation

Employer/Spouse Information

Persond references

Name Changes and Corrections

Officers

Adding an Officer

Changing an Officer’s Relationship

Deleting an Officer

SEIN (State Employee Identification

Number)
SOSH# (Limited Partnership Number) Field

SSN (Socia Security Number) Field

ST (State) Field

References
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ON-LINE CHANGES MADE IN DIRECT INPUT FIELDS 305.020

The Taxable Activity Maintenance screen (TAR AM) alows several changes to be made to an account record by
typing the change directly into the field. Changes that can be made in the direct input fields include:

FIELD NAME DESCRIPTION

Acctant Code: 5 digit accountant’s code can only be entered by Account Analysis & Control Section
(CPPM 230.080)

Attn: Attention of who gets the mail

BRP: Basis Review Protect Code (CPPM 230.095)

Digt File: District Paper File has been established indicator (Y =yes, blank=no)

Start Date: Taxable Activity date of first sale (CPPM 335.040)

Confidential: Y indicates taxpayer requested taxable activity confidentiality. Field access restricted to
the Special Projects Team in the Program Planning Division

Mayest October 2001
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ON-LINE CHANGES MADE USING MOREABLE + FIELDS 305.030

Moreable fields are used to access underlying screens that contain additional data on the account. When these
screens are accessed in account maintenance, changes may be made to the account record. Moreable fields are
designated by a “+” or a “>" symbol immediately following the field name. A “+" indicates the screen currently
holds no additional data. A “>" indicates there is additional datato be viewed, edited or added.

FIELD NAME DESCRIPTION

ABC Alcoholic Beverage Control License - add or delete ABC license information (CPPM 205.000)

DBA Doing Business As - fictitious names may be added or deleted (CPPM 200.030)

Loc Addr Taxable Activity Business Location - address may be changed or edited (CPPM 225.000) or
interdistrict move of business location (CPPM 310.000)

Mail Addr Change or edit the mailing address (CPPM 225.000)

Phone Add or change phone numbers for business or owners

Transfer Info Predecessor/Successor Transfer Information — predecessor information may be edited (CPPM
225.000) or successor information edited in close-out maintenance (CPPM chapter V1)

Acct Char Account Characteristic Code (CPPM 325.030)

ON-LINE CHANGES MADE USING MODIFICATION FIELDS 305.040

Modification fields are used to modify account information. Account maintenance changes to these fields can be
made by placing the cursor on the field to be modified and pressing the modify key. This action will activate a
change window in which the appropriate changes may be made.

The modification fields and their descriptions include:

FIELD NAME DESCRIPTION
TAT Taxable Activity Type - Only the indicator portion of this code may be changed
6015 Section 6015 Retailer — Identification can only be updated by Special Projects (CPPM
265.010 to 265.025)
Basis Change reporting basis code and enter effective date of change (CPPM 315.000)
Bus Code Change business code and enter effective date of change (CPPM 325.020)
Return Type Reflects type of return taxpayer receives. 1=-BOE 401, 2=BOE 401-EZ
4
May©Oetober 2001
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INTERDISTRICT MOVES_OF BUSINESS LOCATION 331000 310.000

4L WHATIS-AN-INTERDISTRICT MOVE2 311.005310.010

When an established account moves its business location, or a consolidated account moves the location of books and
records, to a place within the physical boundaries of another Board of Equalization district_office, administrative
responsibility for the account is transferred to the new Beard-of Equalization-district_office. The process of
transferring this responsibility is an “interdistrict move.”-

4-PROCESSING AN INTERDISTRICT MOVE OFAN-ACCOUNT 311.010310.020

When a change of business location address is made the new district designator and tax area code are changed on-
line.

Review for Close-out

Before processing a Ferm-BT-1047for-aninterdistrict-move-change of business location address the account should
be reviewed to see if the account is active and if any sales are being reported. |f no sales have been reported for an
extended period of time (one year or more) a close-out should be initiated, the taxpayer should be informed of the

close-out, and the seller’s permit should be retrieved if possible. Paperwork-for-an-nterdistrict-meve-A change of
business location transferring districts should not be prepared-er-processed if it is known the account will be closed

out.

Accountswith Security

Accounts with liquid security must transfer the documents to the new district. Upon receipt, the new district of
control will place the security documents in the security storage files.

Processing an Interdistrict M ove of Business L ocation

To process an interdistrict move of a business |ocation from the current district of control take the following steps:

1. If the account has security follow the procedure outlined above.

2. Make the business location and mailing address changes and assign the new district and tax area codes using the
on-line registration system. Send new permit to taxpayer.

3. Update the account with any new information (i.e., phones, addresses, and banks).

6:4. If aY indicator on the Didtrict File Field exists, send the district office file and/or security documents to the
new district of control.

Z5. Provideto the taxpayer atax return if past the cut-off date.
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BT-1047ANDBT#-CHANGES INFO-REPORTING BASIS 313-:000315.000
4.OVERVIEW OF CHANGES INFO REPORTING BASIS 313:005315.010

Changes in the tax volume of an account will sometimes require a reporting basis change. For example, accounts which
report in excess of $17,000 taxable sales per month; mustbeplaced-onto-_are required to report on a Quarterly
Prepayment reporting basis.

DO|ICV and should be documented

Two different methods are used by the Board to change a reporting basis.

1. Masschange, bBy Wh|ch amal nframe computer program analyzeﬁ tax volume for all accounts and makes chang%

pened&dun-ng—the—year—Accounts may be excl uded from mass chanqe reviews bv assigning the approprlate Bass
Review Protect (BRP) code on-line (see CPPM 230.095)

2. OnlLine Modlflcanon see CPPM 315.040

4-FACTORS TO CONSIDER WHEN CHANGING REPORTING BASIS 313-:006-315.020

Reporting basis changes should not exceed one per day, per account.

TheSix factors must-to be considered before processing a change in reporting bases are:

* a-Thereporting basis change decided upon for a particular account (e.g., monthly to quarterly).

»  b-The calendar date on which the decision was made to change the reporting basis (e.g., February 16).
* e-Thelast return or returns received or filed by the taxpayer on the old reporting basis (e.g., January).
* _ Prior adjustments made to returns (e.g. merged returns).

» d&-Theeffective date for the new reporting basis (e.g—AprH. April 1).

» £-Thelaw—should the account be on prepayment status?: (See Subsection-313:005-CPPM 235.025).

Part time Account Characteristic (Acct Char) Code 002 accounts should be converted to full time if they qualify for
prepayment or have $20,000 per year in taxable sales. Accounts coded part-time would normally be placed on a yearly
reporting basis. Consideration should be given to deleting or modifying an existing Acct Char Code 002, if the above
criterion has been met.

May©Oetober 2001
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Staff who have the proper registration security level can remove an account from prepayment basis, and place a
Basis Review Protect (BRP) code.

4-EFFECTIVE DATES OF CHANGE IN REPORTING BASIS 3143-:008315.030

When changing the reporting basis, iensure that no delinguencies will be created and the taxpayer will have enough time
to file atimely return.

J
October 1 Sentember-20. October- 10
octoner— ober—1uJ

OCPtCHioC = TGt T

Ny 1 Decambear 20 January 10
=+ Fecember=o oddary =9
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4-FORM BOE 777, NOTICE OF CHANGE IN REPORTING BASIS 315.040

The district may decide at any time that a reporting basis for an account should be changed based on the account’s
history. The on-line form BOE-777 is to be mailed to the taxpayer to officially notify them of the change along with
any necessary returns. An on-line comment should be made.

All reporting basis changes become effective the first day of the quarter. The following four effective dates should
be utilized: January 1, April 1, July 1, and October 1. Only district personnel with appropriate security level can
remove an account from prepayment basis or place BRP codes on an account. In addition, a system-generated list of
accounts removed from prepayment basisis sent to the district each year for review.

4-FORM BOE -1241 PREPARAHON-OFBT-//FORNOTICE OF PREPAYMENT STATUS315.050313-01%

Sales and use tax accounts meeting the conditions noted in CPPM 235.010 should be changed to a quarterly prepayment
reporting basis. Form BOE-1241 must be printed and mailed to the taxpayer.
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SYSTEM GENERATED REPORTING BASIS CHANGE 315.060

The mass change procedure is used to change the reporting basis according to an account’ s taxable measure history.

Thefollowing isalist of the various basis reviews and the effective dates.

MayOetober 2001
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SYSTEM GENERATED REPORTING BASIS CHANGE (cont) 315.060
PAYMENT RECORD SHOWS BASIS CHANGE MADE TOBASIS | EFFECTIVE
Monthly sdles tax accounts reporting | Every June Q Jduly 1
$1200--$3600 tax per year.

Accounts reporting no sales or tax. (CPPM | Every May ClOor FY=6/30

645.130) Extend

QM,Y=12/31

Monthly sales tax accounts reporting less | Every December Y January 1

than $1200 per year.

Yearly accounts reporting over $1200 tax | Every December Q January 1

per year.

Prepayment basis review. December each year in HQ Add or January 1
(not sent to digtrict office) delete QP

Quarterly sales tax accounts report less than | Every December Y January 1

$1200 per year.

4.DELETION OF PREPAYMENT STATUS EFFECTIVE JANUARY 1 343:015313.070

H-When an account; whichthat qualifies for quarterly prepayment reporting basis, is changed to a monthly reporting
basis with an effect|ve date of January 1 a sub%quent automatic rev|ew may change the basis back to quarterly
prepayment. W , W m M

taxable-sdles—. To avoid havlnq an account returned to prepavment bass W|th supervisory approval use the
appropriate BRP code to prevent this occurrence (see CPPM 235.000).

CHANGES TO OR FROM YEARLY REPORTING BASIS 315.080

When an account is changed from a quarterly or monthly reporting basis to a yearly reporting basis, a copy of Form
BOE-400-Y, Important Reminder for Sales and Use Tax Accounts Reporting on a Yearly or Fiscal Yearly Basis, is
generated by the on-line system and should be given to the taxpayer with Form BOE-777. A reqular fiscal year basis
is one which would begin July 1 of any year through June 30 of the next year.

CHANGES TO SPECIAL REPORTING BASIS 315.090

Only the Account Analysis and Control Section can make changes to an account with a special reporting basis on-
line. For instructions on requesting a special reporting basis see CPPM 235.070. A request must be submitted by
the taxpayer on form BOE-715. Once the Account Analysis and Control Section receives a request, they will handle
all necessary correspondence with the taxpayer and perform the on-line function required to initiate the basis change
to aspecial reporting basis.
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4.
4.REPLACEMENT OR REISSUANCE OF PERMITS 320.000
4.GENERAL GUIDES FOR REPLACEMENT OR REISSUANCE OF PERMITS 320.010

Good judgment must be exercised in determining whether a new permit or certificate of registration should be
|ssued A new permlt or certlflcate form BOE- 0442 should be |ssued When —Lf—a—taxpayewequeﬂs—a—new—peﬁmﬁ—er

1. A taxpayer requests a new permit or certificate because of an error in his’her present permit or certificate of
registration, such asin the spelling of aword or in the number of the street address.

2. Changesto an owner’s name by marriage or courtorder.

3. Permit or certificateislost.

If staff initiates action to make a minor _correction on the account record, such as a misspelled street name or owner
name, a new permit or certificate need not be issued.

New seller's permit's for subeutiets-sublocations will be issued when there is a change in master location of a
consolidated account between districts. A new permit need not be issued to a subeuttet-sublocation of a consolidated
account when aminor correction is made to the account numbers such as the tax area code or branch office code.

4.SELLER'S PERMITS 320.020

The following list of circumstances show the action to be taken for the reissuance or replacement of seller's permits:
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Permit replaced or reissued:
1. Changein businesslocation address.

2. To replace a permit which has been surrendered or destroyed.

3. Certain corrections to account records as follows:

e Owner'sname

*  Business address

*  Change of business name (DBA) if requested.

Permits will not be routinely replaced or reissued under the following circumstances:

1. Annexation or incorporation.

2. Change of DBA if not requested.

3. Reapportionments resulting in creation, change or deletion of an administrative Board district.

4, Conversion of consolidated account with one sublocationt to a single outlet account.

5. Changein aboundary of adistrict or branch office.

4.CERTIFICATE OF REGISTRATION--USE TAX 320-040320.030

A Certificate of Registration — Use Tax permit may be replaced or reissued under the following circumstances:
a Change of business address {BT—1047)
b. Reinstatement after close-out in error if permit was surrendered {BF—1147)
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BF-1047/CODING-GRID ON-LINE CODE FIELD ENTRIES328-:000325.000

bus-n%eedeChanqeﬁ to the reportl ng bass can be made at any t| me,

pursuant to CPPM 315.000.

4-BUSINESS CODE 328-020325.020

Business codes are extremely important to the Board’s compliance, audit and administrative programs. The
importance of accurate coding cannot be overemphasized. See the Business Taxes Code Book—fer—an-index—of
business-codes Chapter 2 for policy and procedure on assigning business codes. An index of business codes and
examples of businesses to include and exclude in each code are also found -in Chapter 2 of the Business Taxes Code
Book. An index of business codes is aso available on-line through the Utility Menu of the Taxable Activity
Registration on-line program (TAR).

4.VERIFICATION OR CORRECTION OF BUSINESS—CODBE—COBE—29 ACCOUNT
CHARACTERISTIC CODES-ACCOUNTS 325.030328-030

With the enhancements of REG '98, additiona fields were added. Specifically, the Account Characteristic Code

(ACCT CHAR) field is where miscellaneous information about each account resides. Information regarding the time

May©Oetober 2001
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base of the account is also there, e.q. temporary (formerly ST), part-time, etc. Additionally, this field- contain

information that was previously located in the Account Analysis, Direct Pay and Vehicle Lessor fields.

Temporary accounts previously coded ST have been converted to SR with an ACCT CHAR 001.

Part-time accounts will be assigned ACCT CHAR 002 and a full-time business code.

Full time accounts should be converted to part-time if their annual gross sales are less than $20,000 per year.
Accounts coded part-time would normally be placed on a yearly reporting basis. Serious consideration should
be given prior to deleting or modifying an existing Acct Char Code 002 (Part-time).

Account Characteristic Codes (Acct Char) are used to indicate additional characteristics of a given account (i.e.,

part-time, temporary, etc.) Acct Char codes are as follows:

001 Retailer who is temporary

002 Retailer who is part time

003 Retailer who sells fuel

004 Retailer who sells fuel and is also afuel broker

005 Retailer who sellsfuel and is also a distributor

006 Retailer who sells at swap meets and temporary |ocations

007 Retailer who has warehouse locations

008 Retailer who is voluntarily filing SC (Certificate of Registration-Use Tax)

009 Retailer who is a vehicle lessor (Section 7205.1)

010 Retailer who has a Manufacturer’s State Tax Exemption Certificate

011 Retailer who has signed a request for a permanent extension (usually a government entity) and will be tied
toaTAR code

012 Auctioneer or out-of-state retailer with sales or use tax exceeding $500,000 (Regulation 1802)

013 Government entity that has a permit to report and pay use tax directly to the Board

014 Non-government entity that has a permit to report and pay use tax directly to the Board

015 Out of state retailer that was identified by the Discovery Program (this characteristic is for the account given
for the period that the Discovery Contractor is responsible for collecting)

016 Out-of--state retailer’s account for future periods after it has been identified by the Discovery Contractor

017 Voluntary disclosure (out-of-state accounts)

018 1032 Program (out-of-state accounts)

019 -AGMT Partnership

998 Not Available for Purge

999 Arbitrary account

Return Typefields:

001

BOE-401

002

BOE-401-EZ
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4.TAX AREA CODE 325.040328-030

Sales and Use Taxes

Tax Aarea codes are used by the Board to distribute local taxes to the appropriate jurisdictions and as a basis for
developing statistical datainformation. An index of tax area codes and the policy and procedure for assigning the
proper tax area code is+ay-be found in the Business Taxes Code Book at Section 110.000. The first five digits of
the tax area codes are also foundand in the Uniform Loca Sales and Use Tax-Section-of-the-Business-Taxes Law

gGuide.

The full tax area code is composed of twelve digits:

e Thefirst group of five digits consists of a two--digit county code followed by a three--digit code denoting
city or unincorporated area of each county.

» The second group is a three-digit code identifying any “add-on” special taxing jurisdictions in which the
account may be located such astransit districts.

e Thethird group isafour digit code representing “In Lieu” areas such as redevelopment agencies.
Groups two and three will consist of zeros for locations not within specia taxing jurisdictions or redevelopment

110050 110 065 110070
TITOOY TITI0O TIOOH Y

Assigning Tax Area Codes

The on-line registration system will provide two or three possible tax area code choices when assigning a business
location address; however, there are rare occasions when none of the choices provided will be correct. In these
situations, a review should be made before activating the override function. Use the Business Taxes Code Book
and/or Thomas Guide to determine the correct tax area code whenever an override action is required. If unsure of
the correct tax area code assignment, contact the Local Revenue Allocation Section, Area Code Control, for
verification of the correct tax area code.

City and County Codes

Under provisions of the Bradley-Burns Uniform Local Sales and Use Tax Law, the Board of Equalization contracts
with local taxing jurisdictions (cities, counties) to collect the local portion of the sales and use tax and remit these
amounts to the local entities (see CPPM 110.015).

Every city and county has been assigned afive-digit code for local tax allocation purposes. The first two digits from
01 to 58 identify the individual county in Cdifornia. Code 59 identifies all counties collectively for statewide
allocation. Code 59 followed by “999" signifieslocal tax is proportionately allocated to all cities and counties.

The last three digits in the five-digit code indicate the specific taxing jurisdiction to receive the local tax. If thelocal
tax isto go exclusively to the county indicated by the first two digits, the final three digits will be 998. If tax isto be
apportioned among the county and all local tax jurisdictions within the county indicated by the first two digits
(countywide allocation), the final three digits will be 999.

tr-almest-alh-cases-tIf the final three d|g|ts of an area code are between 001 and 997, the Iocal taX| ng Jur|sd|ct|on is
an mcorporated city. ! . . an
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TAX AREA CODE (Cont.2) 325.040

Add-On Codes

The “add-on” portion of the tax area code identifies those tax districtsspecialtaxingjurisdictions for which an

additional (or added on) transactions (sales) and use tax is assessed, such as BART and SCTA. These positions of
the tax area code consist of zeros for selling locations not in “add-on” districtsspecial-taxing-jurisdictions. Numeric
“add-on” codes within the tax area code replaced the former apha Special Taxing Jurisdiction Identifier on January
1, 1986{Business Taxes Codebook-§110.065).

In-Lieu Codes

The “In-Lieu” portion of the tax area code identifies special taxing jurisdictions (usually local redevelopment
agencies) that receive their share of the-local tax directly from the Board rather than through the county or city.
These positions of the tax area code consist of zeros for locations not within “in-lieu” redevelopment areas. The
code for each “in-lieu” area-is consecutively numbered as each new specia taxing jurisdictionredevelopment area
contracts to have the Board administer the ordinance:

Hn-lied-codesmay-be found-in-(See Business Taxes Code Book section-110.071).
Consolidated-Accounts
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TAX AREA CODE (Cont.3) 325.040

For consolidated accounts, the alocation system will take information from expanded tax area codes on each
sublocation.

Types of Consolidated Accounts

1. All sublocations within the same tax area code, add-on code, and in-lieu code (all tax area codes for al sublocations
areidentical):

o useUse"SR X" “SX™taxprogram Taxable Activity Type
*  magerMaster permit will carry the same tax area code, add-on code and in-lieu code, as its subslocations

2. Different sublocation tax area codes, add-on codes or in-lieu codes exist:

e Use"SRY" or"SRZ" Taxable Activity Type“SY"{(orif special-seller,~SZ" - tax-program

e "Add-on" and "in-lieu" codes will be assigned to each sdlling location (subpermit) according to its specific
businesslocation

»  City portion of the tax area code for the master permit will be "000"

» If no sublocations are located within a special taxing jurisdiction, use "000" for the master location "add-on
code"; or,

» If one sublocation is located within a special taxing jurisdiction, also use the add-on code for that specific
sublocation as the master location "add-on code”; or,

e If thetwo or more sublocations are located within different-a specia taxing jurisdiction, use "997" as the
master location "Addadd-on" code, they may, however, be different special taxing jurisdictions

* The master permit will have the "in-lieu" code of "0000" regardless of how many in-lieu codes may be
involved on sub-permits for the account

See CPPM Section 245.000 for more detailed instructions on consolidated accounts.

4.ORIGINAL STARTING DATE 325.050328-040

The original starting date may be changed on the Account Maintenance on-line screen. Start date changes may not

exceed one per day, per account.

4-OWNER CODE 325.060328-050

Enter the owner code which agrees with “type of organization” entry as determined in_CPPM 230.000.-Section
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225.080. Coding grid entries must agree with the entry made in the “type of organization”.

In the case of afiduciary ownership, the code entered indicates the legal status of the fiduciary, for example, Est. of
Allen Widmeyer, Sandra Squaglia, Trustee would be shown as Other (Fiduciary), owner code entry “O”.
Corporations where afiduciary isinvolved are also coded “O”.

The coding grid entry must agree with the information entered under “owner(s)”. The code must agree with “type of
organization” unless a partnership, including a corporation as a general partner, isinvolved.

Exceptions:

When a corporation is a general partner in a partnership, treat the ownership as a corporation; use “C” as the coding
grid entry.

When a corporation is a limited partner in a partnership, treat the ownership as a partnership; use as the coding grid
entry::

Ownership Type Coding Grid Entry
Sole Proprietor S
Partnership— P
Husband & Wife Co-ownership M
Corporation C
Other 0

Owner codes are generated automatically from the Entity Code assigned in the on-line registration of a client for a
Taxpayer Identification Number (TIN), (CPPM 8§230.040). The owner code is generated when a taxable activity
registration isinitiated for a specific TIN account. The assigned owner code can not be changed at the district level.
A request in writing for a change should be made to the Account Analysis and Control Section,
Registration/Security Unit. In all other cases, a new seller’s permit number must be issued.
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ACCOUNTANT CODE 325.070

Only the Account Analysis & Control Section may edit an accountant’s 5 digit mailing codes. See CPPM 230.080
for policy and procedure on issuance of accountant’s codes, discontinuing a code, accountants with codes changing
ownership and mail distribution for coded accounts.
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4-:CONVERSION OF CONSOLIDATED ACCOUNTS 3302.000
4 WHATHS-A-CONVERSION_2PROCESSES —SINGLE/MULTIPLE L OCATIONS 3302.010

There are Conversionis-aprocessby-which-one-of threetwo separate-and-distinet-conversion processes-6eeurs:

1. A sindle location sales tax account with-one-selting-tocationadds -is-permitted-to-report-sales-for-one or
more additienal-locations and reports tax for all locations under a single account number.—TFhis-specific

processis-caled-consolidation:

2. A consolidated sales tax account with two or more selling locations closes all but one location_or wishes to
separately report sales for each location.

4.-TERMS USED WHEN DEALING WITH CONSOLIDATED ACCOUNTS 3302.020

Consolidated Account

A-term-which-Ddescribes the master location and all subpermits of an account. A consolidated account is only
avalableforsﬂeeta;epregrams—and—%@emhed—by—thetaxable activity typestax-program-code “SR X”, “SR Y” or

“SR Z". NedUsetax programs do not have consolidated accounts.

alf requested by the

taxpayer —pFeterte mamtam separate seller S perm|ts WI|| be |ssued for each evepylocatlon —Board-policy-has-been
and-will-continue to-beto-honor-the taxpayer s wishes.

Temporary accounts{SH- may not be converted to consolidated accounts after issuance. However, Femporary
Temporary accounts may;-hewever— be originally issued as consolidated accounts. See CPPM §245.015 for further
information on temporary consolidated accounts.

M aster Location

mester—teeanen (see CPPM 245 010) The master Iocat|0n may or mav not be asubl ocatlon dependl ng on Whether

or not sales are made at that |ocation.

Sublocation

One of two or more business locations from which sales of tangible personal property are made, and for which sales
are reported under a single sales tax account number (CPPM 245.015).

Sub-Per mit
A seller’s permit issued to a specific sublocation.
Sub-Permit Start Date

The starting date of sales at a specific sublocation.
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4.CONVERSION OF SINGLE LOCATION ACCOUNT TO MULTIPLE LOCATION ACCOUNT3302.030

A taxpayer-whe holdings a Sseller’s Ppermit for a single location {tax-program--SR™er-SS"}-may voluntarily elect
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Conversion of a single outlet account to a consolidated account is accomplished by adding a minimum of two

sublocations to a single location account. When the second sublocation is added on-line in the Account Maintenance
program the system will automatically convert the account to a Taxable Activity Type “SR X", “SR Y”, or “SR Z”
consolidated account.

Sublocations must be located within California. Many consolidated accounts have sublocations in California, and
also fill ordersto California consumers from out-of-state locations. When this situation is encountered, the taxpayer
becomes a“ special seller” (“SR Z” Taxable Activity Typeis a consolidated special seller account). See also CPPM
§240.040 and §245.035.

CONVERSION OF TAXABLE ACTIVITY TYPES 330.040

The following Taxable Activity Type conversions are valid:

1. “SR’to“SR S’ and “SR S’ to “SR” conversions may be made on-line by using the modify key with cursor on
Taxable Activity Typefield.

32. "SR’ or*SRS' to“SRX",“"SRY” or “SRZ” ( CPPM §330.020).

5.3. Exigting “SR X" accounts may be converted to “SR Y” when changes occur which make area codes
different between or among sublocations. The TAR on-line account maintenance program will automatically
convert “SR” and “SR X" Taxable Activity Types to “SR Y” when location address changes or added
sublocations result in more than one tax area code in effect among the active sublocations.

ADDING NEW SUBLOCATIONS TO AN EXISTING CONSOLIDATED ACCOUNT 3302.050

New sublocations may be added to an existing consolidated account at any time.
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PREPARATION OF PERMIT CARDS FOR CONSOLIDATED ACCOUNTS 330.060

The system will not automatically print a BOE-442-R-LZ, Sdller’s Permit, for each sublocation registered. The
print subsystem is used to initiate a permit for each sublocation.

4-MOVE OF A SUBLOCATION 330.070330-670

Moves and other account maintenance for sublocations isare generally performed at the distrietwhichdistrict that has
administrative control of the master location.

Sublocations are closed out using the on-line close out and close out maintenance programs. For Taxable Activity

Type conversions related to sublocation close outs, see CPPM 330.010 or CPPM 330.040
4.CONVERSION OF CONSOLIDATED ACCOUNT TO SINGLE LOCATION ACCOUNT330.090332-090

relocations that close all

Accounts with multiple teea ! ma
remaining selling locations but oneare converted to as ngle outI et account
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4.O0THER CHANGES TO CONSOLIDATED ACCOUNTS 330.100336-100

Reinstatement of Account After Revocation

Reinstatement fees should only be collected for those accounts or sublocations of a consolidated account, which
remain active after revocation, i.e., at the time of reinstatement.

Conversion of account does not extend to temporary sellers, nor are any fuel tax accounts subject to conversion.

CONVERSION—FO—SELLER—FROM—CONSUMER—UJSE—FAX—OR—CERTIFICATE OF
REGISTRATION —USE TAX 3302.110

Documents Required

BT—400

Complete BT-400 completely. The application form in this instance is prepared the same as for a new
account, except on Form BT—400 the statement “Consumer to Seller” or “Cert—U to Seller” is entered in the
space entitled “Name of Former Owner” and the previous account number (“SU” or “SC”) is entered in full
in the space entitled “Former Owner’s Account Number.” The taxpayer MUST sign the application.

The starting date shown in the coding grid must be the original starting month and year from the Consumer
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or Certificate of Registration - Use Tax account to maintain continuity of operation.

In the space entitled “Date Started This Address’, enter month, day and year for the first day of the first
reporting period under the new tax program.
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4BOE-523-TAX RETURN/OR ACCOUNT ADJUSTMENT NOTICE -

BOE-523 335.000
4.0VERVIEW 335.010

Form BOEF-523 is a multipurpose form that can accomplish many functions on a single piece of paper. Some of the

functions performed using Form BOEF-523 are available on-lineyet-to-field-offices-on-remote-input.

AlthoughTheugh the form appears very complex at first sight, it is not a difficult form to use. You will generally use
only one or two sections of the form at any time, and by treating each section individually you will find the form
straightforward in purpose and approach.

This chapter section-will lead you through nearhy-every-coneeivable-situations for which a BOETF-523 may be used-te
change-or-correct-aceountrecords. When you use the form, treat each section as though no other section of the form
exists.

If you are unable to accomplish the function, ask your supervisor for assistance.

4 FORMBOE-523-TAX RETURN AND/OR ACCOUNT ADJUSTMENT NOTICE USES 335.020

The situations below may result from one or a combination of circumstances and are not meant to be all inclusive, but
will illustrate the common types of stuam ons requmng preparation of the form.

b.a. Transfer areturn and/or payment erroneoudy reported under one account, to another account.

d:b.  Transfer adifference from one account to another.

f.c. Transfer areturn and/or payment filed for one period to the correct period under the same account.

h.d. Split areturn between accounts.

fe. Split areturn between periods on the same account.

mf. Transfer prepayment periods from one account to another and/or one period to another.

A:g. Change or correct start date and/or close out date.
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4-RETURNS FOR PERIODS PRIOR TO STARTING DATE OR FOR PARTIAL PERIODS335.030

When areturn is received in headquarters fited-covering a period or partial period which is prior to the starting date of
the account and the return clearly identifies the account number and location under which it will be processed, the
Account Reference-Unit-Anaysis and Control Section — Registration Unit will prepare-a-Form-BOE-523Tax-Return
and/er-Account-Adjustment-Netice-changeing the starting date on-line so that it conforms to the return.—Cepies-of-the
FormBOE-523-and-thereturn-will-be sent-to-the distriet:

If there is a predecessor account invelhved;involved, the Account Reference-Unit-Analysis and Control Section will
correct the return in those instances where it is obvious that this is the proper course of action. If there is any
information which would prevent this unit from making a clear and simple decison, then a Form BOE-167,
Questionable Return or Payment Posting, and a copy of the return will be sent to the district for investigation and
action.

4-INFORMATION FOR PREPARATION OF FORM BOE-523 335.040

If only Section 1 isto be completed, enter-full-account-numberthe district should complete this process on-line.-taxpayer
e b
Depending on each case, the "C.O." box may be checked.-a

If Sections 1 and 2 are to be completed, both sections must contain the business and area codes including complete
account number, -TAT indicator.

Following are instructions for various situations.
(8 ONE ACCOUNT INVOLVED: Complete Section 1 when only one account isinvolved.

(b) TWO ACCOUNTS INVOLVED: Section 1 is used to enter information on the account from which a transfer or
adjustment ismade. Section 2 is used to enter information on the account to which atransfer or adjustment is made.
The adjustment grid in Section #b-6 is completed in the same order as Sections 1 and 2. The period and/or account
number from which atransfer is made should be entered on the ‘ From' line(s). The period and/or account number
to which a transfer is made should be entered on the ‘To’ ling(s). If the transfer involves only one revenue period,
the total dollar amount of the return should be entered on the ‘Amount’ line after the dollar sign ($). The batch

number and cash date should be entered on the Batch I|nelhe4eft-handrgndw#eentamtheeerpeepaueeaﬂenthe

(€) ONE-ACCOUNT--ADJUSTMENT OF TAX FROM ONE PERIOD TO ANOTHER: The ‘Period’ and ‘ Amount’
lines should be completed as described above. No entrv |s requwed on the Account Number’ line as the
|nformat|on iscontained in Sect| on 1 ' 2t

H(d)  NUMBER OF COPIES OF FORM BOE-523 REQUIRED: Two copies of Form BOEF-523 will be prepared
for transfers involving two accountseach-aceount. When two or more accounts are involved, the originals sent to
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Headquarters should be stapled to present a "package" of the transaction. The forms will be sent as soon as is
possible to expedite the required change.—Be-net-use phetocopies:

{g)(e) NEED FOR SEPARATE SCHEDULE: Most situations requiring the preparation of Form BOEF-523 will
involve only two periods or two accounts for an adjustment. 1f more than two periods or accounts are affected a
separate schedule will be prepared, showing al periods and/or accounts. Insert " See Reverse Side" in Section 8 and
attach the schedul&(s) to Form BOEF-523 when transmitted to Headquarters.

E() TIME LIMITATIONS FOR ALLOCATING LOCAL TAX: Local tax realocations are governed by Section 7209
of the Bradley-Burns Local Sales and Use Tax Law, asinterpreted by Business Taxes General Bulletin 59-12, dated
September 11, 1959 (revised September 1, 1987). When Form BOE-523 is prepared to reallocate sales and use tax

between loca taxing jurisdictions, the "date of first knowledge", establishing the commencement date of the
reallocation, must be noted in Section 8 of the form.

{9  ADJIUSTMENT OF FUEL TAXES: When adjustment of fuel taxes is made on Form BOEF-523 the bottom
line in Section 67b, titled "total tax" will be used, since there is no state or local tax involved. When balances are
transferred between use fuel tax accounts, Headquarters will prepare Form BOETF-1269 to effect the actual transfer
in response to the digtrict's request on Form BOEF-523.

{h)(h) INTERDISTRICT PREPARATION OF FORM BOEF-523: When Form BOEF-523 is prepared in one
district for another district, the original and all copies must be sent to the district of control. When two or more
districts are involved, the set of prepared forms must be broken down for distribution to the respective district
offices.

(i) FORM BOE-523 PREPARED IN CONJUNCTION WITH FBO/AUDIT; Delinguencies will be automaticaly
cleared once the revenue FO (Financia Obligation) has been filled. The only exception requiring a BOE-523 is for
older periods, which will not necessarily clear delinquencies automatically.

inform Account Analysis to accept the prepayments as the total revenue due for the period. However, the

district may wish to consider preparing a Compliance Assessment in lieu of preparing a BOE-523.
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(k) SPLIT REVENUE BETWEEN TWO ACCOUNTS: The adjustment grid in Section 6 is completed in the same
order as Sections 1 and 2. The left-hand grid will contain the correct alocation of tax, including any interest
and penalty, for the account in Section 1. The center grid will contain the account number and the total amount
paid, including interest and penalty, where the revenue is filed and the right-hand grid will contain the correct
allocation of tax, including any interest and penalty, for the account shown in Section 2.

() SPLIT REVENUE INVOLVING ONE ACCOUNT: The left-hand grid in Section 6 will contain the correct
allocation of tax for the ‘From’ and ‘To’ dates entered above. The center grid will contain the account number
and total amount paid where the revenueis filed and the right-hand grid will contain the correct allocation of tax
for the ‘From’ and ‘'To’ dates entered above.

4-TRANSFER OF A RETURN FROM ONE ACCOUNT TO ANOTHER 335.050

The need for adjustment of tax paid under one account to another can arise for a number of reasons.
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A change in the starting or close-out date of accounts can establish delinquencies or a return may be received with an
incorrect account number which would result in a delinquency for that reporting period under the correct account
number. If the tax was reported and paid under one of the accounts, the delinquency can immediately be cleared by

adiustment-on-line.
Instructions

Complete Sections 1 and 2. 3 teal '
Complete Section 3; enter period to be transferred and transferor and transferee account numbers dollar amount, cash
date and batch number in the batch figld.

The illustration shows the entries required when a return was filed or inadvertently processed under an incorrect account
number.

ORIGINAL- EXAMPLE NOT-AVAILABLE

ACCOUNT TRANSFER OR ADJUSTMENT FROM ACCOUNT TRANSFER OR ADJUSTMENT TO
Area Code Account Number Sub. No. Master Area Code Account Number Sub. No. Master
289980000000 SR JHF 99-707031 | | 289980000000 SR JHF 99-896068 |
| name _ Sally Foster name _Bud Thompson
1 | |Reporting Basis M o X v FY P 2 | Reporting Basis M Xo Y FY P
Bus. Code Acct. Anal. Code Bus. Code Acct. Anal. Code
[X] Close out [ Did Not Operate 19 [1 Close out | [] Did Not Operate
Change STARTING DATE fIOM.ooeessesiessesianenss L I Change STARTING DATE frOm .vvioriiiiiiiinenee, 10 i,
Change CLOSING DATE from ..........coeieieiennee.s 0 i, Change CLOSING DATE from .......oeieieieieenn... 10 .t
[TRANSFER [ EFT Payment(s) Period* From ...... Yr.96..........ccoeeiivnnnn... TOueeeeeunnnn, 409..............
3 D Return(s) Account Number _From ......SR JHF 99-707031....To...SR JHF 99-896068
Amount
........... 800.40...........................Batch.......4063...02/13/00.............
May©Oeciober 2001
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4 ACCOUNTS—RECENMABLE— BALANCEDIFFERENCE

TRANSFERRED TO ANOTHER ACCOUNT

Instructions:

Complete Sections 1 and 2, check return is Section 3. Complete Section 4, enter the difference to be transferred and

transferor and transferee account numbers. In Section 8 (Remarks or Explanation), enter the appropriate comments.

ORIGINAL-EXAMPLE NOT-AVALLABLE

UNDER  ONE

ACCOUNT
335.060350-080

ACCOUNT TRANSFER OR ADJUSTMENT FROM ACCOUNT TRANSFER OR ADJUSTMENT TO
Area Code Account Number Sub. No. Master Area Code Account Number Sub. Jlo. Master
300009970000 SRY EAA 24- [ | 300200370000 | SR EA 99-796922 | |
name _Forever Yours name _OK For Now
1 | Reporting Basis [1Mm X o Y FY P Reporting Basis [ImM KXo Y FY P
Bus. Code Acct. Anal. Code Bus. Code Acct. Anpl. Code
[X] Close out  [] Did Not Operate 61 [1 Close out | [[] Did Not Operate 61
Change STARTING DATEfOM .ooooonsonssnionninne: LI Change STARTING DATE from ...vvioeiiiiiiineee, t0 b
Change CLOSING DATE from ..........cocieieieense.s 0 i, Change CLOSING DATE from .......oeieieieieen... 0 ool
TRANSFER [ EFT Payment(s) Period* FIOM ettt tie et ettt eeeeeseeeeteeseieeiezeeens T0 et ittt it e e e i
3 X Return(s) Account NUMBEr  FrOM . u.uie ettt eee e ee e eeeeeaeieeeaeennes TO ittt
Amount B s BatCh...vveeeieeieeeeeeieieeen
4 | Transfer Balance .$ 1.531.66 (DIF) Account Number _From ...SY EAA 24-143971.....70...SR EA 99-796922
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4-.ONE ACCOUNT - RETURN FOR ONE PERIOD TRANSFERRED TO ANOTHER PERIOD335.0703506-:0690

Instructions:

Complete Section 1. Complete Section 3 indicating original period of return, the amount, and the period the return

actually represented. Enter the dollar amount and batch date and number of return being transferred. In Section 8

(Remarks or Explanation), enter appropriate comments.

ORIGINAL-EXAMPLE NOT-AVAHLABLE

ACCOUNT TRANSFER OR ADJUSTMENT FROM

ACCOUNT TRANSFER OR ADJUSTMENT TO

Area Code Account Number Sub. No. Master Area Code Account Number Sub. No. Master
360810310000 SRY EH 99-796932 [ ] | |
| Iname  Susan Kay Finch Name _
1 | |Reporting Basis [ImM KXo Y FY P | 2 | Reporting Basis [Im [0 Y FY P
Bus. Code Acct. Anal. Code Bus. Code Acct. Anal. Code
[] Close out  [] Did Not Operate 28 [1 Close out | [[] Did Not Operate
IChange STARTING DATE from ........ooeveeeieeenneens | (o NN Change STARTING DATE fOM wooveooooee i) 10 e
Change CLOSING DATE from ..........cveieieiennee.s 0 ieeiiieennns Change CLOSING DATE from .......oeeieieieieien... 10 .t
[TRANSFER [ EFT Payment(s) Period* From ...... 4096........cccoiiiiiien TO.iivenennss 3Q96...............
3 X Return(s) Account NUMbEr  FrOM ...eieueseieeet ittt iieeeeiiieeieeenns o RPN
Amount $....1,796.00.............0ooi Batch......3505...02/13/00...............
MayOetober 2001
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SPLIT A RETURN BETWEEN ACCOUNTS 335.080

To illustrate the following example, presume account SR KH 28-116003 filed a return for the third quarter 199689
which included amount due under account SR KH 28-869100 for the fractional period 8-12—9689 to 9-30-9689.
Account SR KH 28-869100 is related to account SR KH 28-116003 and carries a starting date of 8-12-9689. The
taxpayer’s accountant made an error and included tax for both locations on the third quarter 199689 return under
account SR KH 28-116003. The total amount of $1,300 was reported and paid under account SR KH 28-116003.;
State—county;—and-local-tax-was-split-5-and-1-with-ilnvestigation revealsing $975 to be adjusted to SR KH 28—
116003 and $325 adjusted to SR KH 28 869100. A delinquency has been established under the new account
because of the erroneously reported amount.

Instructions;

Complete Sections 1 and 2: In Enterin-Ssection 1_enter the account under which the fractional period was
erroneously included. -Enter-the same-rfermation-in-1n Section 2, enter of the account to which the transfer is being
made. Complete Section 6 and Section 7. Adjusting the tax correctly will clear the delinguency for the third quarter

1996 under account SR KH-28- 869100 and WI|| ad|ust the proper amount of tax under each account. —Preparatrenef

i - If the new account were in another taxing
Jurrsdrctron the form wouId alocate the IocaI tax to the respectrve taxing jurisdictions as shown below. In Section 8
(Remarks or Explanation), enter appropriate comments.
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ORIGINAL EXAMPEENOTAVAIEABEE

ACCOUNT TRANSFER OR ADJUSTMENT FROM

ACCOUNT TRANSFER OR ADJUSTMENT TO

Area Code

340600230000

-

Account Number

SR KH 28-116003

| [Name Johnny Angel

Sub. No. Master Area Code Account Number Sub. No. Master
[ 340600230000 | SR KH 28-869100 [

name Kamey Kustom Kars,

Inc.

1 | |Reporting Basis M KXo vy FY [1P |2 | Reporting Basis M KXo [y Fy [P
Bus. Code Acct. Anal. Code Bus. Code Acct. Anal. Code
[ Close out  [] Did Not Operate 64 [1 Close out | [[] Did Not Operate 64
| IChange STARTING DATE from ..........coooevieeeees 0 oiiiiennnns Change STARTING DATEfrom .......oooeeieeeneenenes 10 eieiiiiennen,
Change CLOSING DATE from ...............c.......ees 10 i Change CLOSING DATE from ...
TRANSFER EFT Payment(s) Period* From
3 Return(s) Account Number _ From
Amount B o
4 | |Transtfer Balance ..... $ o Account NUMber  From .o.uuueieuie e et ieiiiiiaeinens, o TP .
5 | [Clear Delinguencies L1 Audit FBO [1 payment Dated oviiiieieeee, POt oo,
PARTIAL [ EFT Payment(s) As Filed Period* ... 3Q96...... Account Number... SR KH 28-116003
PERIOD | Return(s) Included Period* ....... 3Q96...... Account Number...SR KH 28-869100
6
Adjustment shown below. When more than one EFT payment is to be adjusted between accounts, prepare and attach separate schedule.
Deling. Established CORRECT ALLOCATION AS FILED CORRECT ALLOCATION Deling. Cleared
Transfer from Acct. No. SR KH 28-116003 ACCOUNTNUMBER | Acct. No. SR KH 28-869100 | Transfer to
b. Delinguent periods From: 7-1-96 To: 8-11-96 SR KH 28-116003 | From: 8-12-96 T0:9-30-96 b. Delinguent periods
7 Total Tax $ 975.00 $ 1,300.00 Total Tax $ 325.00

SEE REVERSE FOR DETAILS

FOR HEADQUARTERS USE ONLY
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SPLIT A RETURN BETWEEN ACCOUNTS (Cont.) 335.080350.095
ORIGNIALEXAMPLE-NOT-AVAILABLE
RECAP ITEM 7B — FRONT
Total Reported
Erroneously
CORRECT ALLOCATION Under CORRECT ALLOCATION
Acct. No. SR KH 28-116003 Acct. No. SR KH 28-869100
From: 7-1-96 To: 8-11-96 ACCOUNT NUMBER From: 8-12-96 To. 9-30-96
State-County Tax. $ 629.00 $ 838.00 State-County Tax.  $ 209.00
Local Tax s 126.00 $ 168.00 Local Tax s 42.00
BART 001 % $ BART 001 $
BART-A 020 $ $ BART-A 020 $
ACTA 010 % $ ACTA 010 $
BART-CC 021 $ $ BART-CC 021 $
CCTA 024 $ $ CCTA 024 $
DNCD 047 3 $ DNCD 047 $
FCTA 012 % $ FCTA 012 $
EMPA 048 % $ EMPA 048 $
IMTA 029 % $ IMTA 029 $
CXHD 045 $ $ CXHD 045 $
INRC 014 % $ INRC 014 $
CLPS 058 % $ CLPS 058 $
LACT 005 $ $ LACT 005 $
LATC 035 $ $ LATC 035 $
MCTA 034 $ $ MCTA 034 $
OCTA 037 % $ OCTA 037 $
RCTC 026 $ $ RCTC 026 $
STAT 023 3 63.00 $ 84.00 STAT 023 ¢ 21,00
SBCG 015 % $ SBCG 015 $
SBUT 053 $ $ SBUT 053 $
SBER 031 % $ SBER 031 $
SDTC 013 % $ SDTC 013 $
BART-SF 022 % $ BART-SF 022 $
SFTA 027 $ $ SFTA 027 $
SFPF 051 % $ SFPFE 051 $
SJTA 038 $ $ SJTA 038 $
SMCT 002 % $ SMCT 002 $
SMTA 018 % $ SMTA 018 $
SBAB 030 % $ SBAB 030 $
SCCT 003 % $ SCCT 003 $
SCGF 063 $ $ SCGF 063 $
SCMT 004 $ $ SCMT 004 $
SZPL 061 % $ SZPL 040 $
SCOS 039 % $ SCOS 039 $
STCL 059 $ $ STCL 059 $
TCTU 060 $ $ TCTU 060 $
SLRF 055 s 63.00 $ 84.00 SLRF 055 ¢ 21,00
LPSE 056 s 63.00 $  84.00 LPSE 056 ¢ 21,00
ASUT 057 s 31.00 $ 42,00 ASUT 057 ¢ 11.00
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4.ONE ACCOUNT-TAX FOR ONE PERIOD INCLUDED IN A RETURN FOR ANOTHER
PERIOD 335.090356-310

To explain and illustrate the following example, preassume that under account SR—FB 25-767891 a return was filed
and paid for the second quarter 199689 in the amount of $1,2400, representing $1,8000 state tax, $160200 local tax,
$1080 SDTC tax and $22100 SBJIFtaxfor state tax add-ons, 055, 056, and 057. The starting date of the account was
3-1-9689, but no return for the first quarter 199689 was filed. The account is delinquent for the first quarter
199689. An investigation revealed the tax for the first quarter has been included in the return for the second quarter.
The amount to be adjusted to the first quarter is $3150 representing $2050 state tax, $450 loca tax, and $50 for
state tax add-ons 055, 056, and 057$25-SDFCtax;-and-$25-SDJI-tax.

Instructions:

Complete Section 1;- Complete Section 6; eEnter the fractional reporting period which was included in another

return, the period of the return which included the fractional period, and the account number under which the return
was filed. Show the correct adjustment in_Section 7.

In Section 8 (Remarks or Explanation), enter appropriate comments.

MayOetober 2001
Page 72



ACCOUNT MAINTENANCE

ORIGINAL-EXAMPLE NOTFAVAILABLE

ACCOUNT TRANSFER OR ADJUSTMENT FROM ACCOUNT TRANSFER OR ADJUSTMENT TO |
Area Code Account Number Sub, No. Master Area Code Account Number Sub. No. Master
370600130000 SR FHB 25-767891
name __Nelson Williams Name _
1 | Reporting Basis M KXo Y FY P 2 | Reporting Basis M [0 Y FY P
Bus. Code Acct. Anal. Code Bus. Code Acct. Anpl. Code
Close Out Did Not Operate 24 Close Out Did Not Operate
Change STARTING DATE from ........ooeeeieneenn... 10 eeriiiennnns Change STARTING DATE from ............cceueenn... | (NPT TN
Change CLOSING DATE from .......................... 0 i Change CLOSING DATE from .............c.oooeiee.e.s 0 ........|.....
TRANSFER EFT Payment(s) Period* 0) 11 N PP TOueieieieieeiieieieieeaiieeeen,
3 Return(s) AcCOUNt NUMDET  FrOM ettt it it it iee e tieeieaaeeieeansn, TOeewe e
Amount B e Batch.......ooveveeeennn...
4| TransferBalance $....... coooeeereiiieeieennen.s. Account Number  From .....eeieeuieiiiie i ieiieiiiiieieinese, e P TP P
5 | Clear Delinguencies [1 Audit [1FBO [1 payment Dated ..o Period* Luereiiiieieieeaidinen,
PARTIAL EFT Payment(s) As Filed Period* ....... 2096...... Account Number...SR FHB 25-767891
PERIOD P Return(s) Included Period* 3-1-96 to 3-31-96 Account Number...SR-FHB 25-767891
6
Adjustment shown below. When more than one EFT payment is to be adjusted between accounts, prepare and attach separate schedule.
Deling. Established CORRECT ALLOCATION AS FILED CORRECT ALLOCATION Deling. Cleared
Transfer from Acct. No. ACCOUNT NUMBER Acct. No. Transfer to
b. Delinquent periods From: 3-1-96 To:3-31-96 SRFHB25767891 | From: 4-1-96 To: 6-30-96 b. Delinquent periods
7 Total Tax$ ..... 310.00 $ 1,240.00 Total Tax $ ....... 930.00
SEE REVERSE FOR DETAILS
FOR HEADQUARTERS USE ONLY
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4:ONE ACCOUNT--TAX FOR ONE PERIOD INCLUDED IN A RETURN FOR ANOTHER PERIOD(Cont.) 335.090356-116

RECAP ITEM 7B — FRONT
Total Reported

Erroneously

CORRECT ALLOCATION Under CORRECT ALLOCATION
Acct. No. SR FHB 25-767891 Acct. No.
From: 3-1-96 To: 3-31-96 ACCOUNT NUMBER From: 4-1-96 To: 6-30-96
state-County Tax. $ 200.00 $ 800.00 State-County Tax.  $ 600.00
LocalTax ¢ 40.00 $ 160.00 LocalTax ¢ 120.00
BART 0L $ $ BART 001 $
BART-A 020 $ $ BART-A 020 $
ACTA 010 $ $ ACTA 010 $
BART-CC 021 $ $ BART-CC 021 $
CCTA 024 $ $ CCTA 024 $
DNCD 047 $ $ DNCD 047 $
FCTA 012 $ $ FCTA 012 $
FMPA 048 $ $ FMPA 048 $
IMTA 029 $ $ IMTA 029 $
CXHD 045 $ $ CXHD 045 $
INRC 014 $ $ INRC 014 $
CLPS 058 $ $ CLPS 058 $
LACT 005 $ $ LACT 005 $
LATC 035 $ $ LATC 035 $
MCTA 034 $ $ MCTA 034 $
OCTA 037 $ $ OCTA 037 $
RCTC 026 $ $ RCTC 026 $
STAT 023 $ $ STAT 023 $
SBCG 015 $ $ SBCG 015 $
SBUT 053 $ $ SBUT 053 $
SBER 031 $ $ SBER 031 $
SDTC 013 ¢ 20.00 $ 80.00 SDTC 013 ¢ 60.00
BART-SFE 022 $ $ BART-SE 022 $
SFTA 027 $ $ SFTA 027 $
SFPF 051 $ $ SFPF 051 $
SJTA 038 $ $ SJTA 038 $
SMCT 002 $ $ SMCT 002 $
SMTA 018 $ $ SMTA 018 $
SBAB 030 $ $ SBAB 030 $
sccT 003 $ $ sccT 003 $
SCGF 063 $ $ SCGF 063 $
SCMT 004 $ $ SCMT 004 $
SZPL 061 $ $ SzZPL 061 $
Scos 039 $ $ Scos 039 $
STCL 059 $ $ STCL 059 $
TCTU 060 $ $ TCTU 060 $
SLRF 055 ¢ 20.00 $ 80.00 SLRF 055 s 60.00
LPSF 056 ¢ 20.00 $ 80.00 LPSF 056 s 60.00
ASUT 057 ¢ 10.00 $ 40.00 ASUT 057 s 30.00
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4.ADJUSTMENT OF PREPAYMENTS UNSUPPORTED BY QUARTERLY RETURN(S)335.100356-220

Prepayment periods—-e—a-prepayment-menth-within-the-guarter; which are unsupported by a quarterly return, must be
treated differently on Form BOEF-523 than a return from a non-prepayment account. The word "prepayment” must be

entered in the particular section of Form BOEF-523 being completed, next to the left-hand margin. Completion of the
sections remains the same as with other accounts with this exception.

Instructions:
Complete Section 1 or Sections 1 and 2, dependmg on theci rcumstanceﬁ In Sect|0n 8 (Remarks or Explanation),
enter appropriate comments. G ; ‘ ‘ ates:
ORIGINAL EXAMPLE NOT-AVAHLABLE
ACCOUNT TRANSFER OR ADJUSTMENT FROM ACCOUNT TRANSFER OR ADJUSTMENT TO
Area Code Account Number Sub. No. Master Area Code Account Number Sub. Jlo. Master
560200000000 SR AR 13-769396 L 560200000000 | SR AR 15-773193 | |
name _Two 4 Tea, Inc. name _Cocoa Mocha
1 | Reporting Basis M X o Y FY P 2 | Reporting Basis Om [o Y FY P
Bus. Code Acct. Anal. Code Bus. Code Acct. Anpl. Code
[] Close Out [[] Did Not Operate 24 [1 Close out | [] Did Not Operate 24
Change STARTING DATE from ........oocvveeveeenennee 0 teeieieieieiines Change STARTING DATE from ........oocoveeieeiennns 0 coeiiidiiiinns
Change CLOSING DATEfrom ......................... 0 i, Change CLOSING DATE from .......oeieieieieenn... 0 ool
TRANSFER [ EFT payment(s) Period* From ...... 2Q96.......ccenene. To ...... 2Q96PP1................ ...
3 DM@ Account Number From SR AR 13-769396 10 SR AR 15-775193-193...
PrePaymentprepaymentt AMOUNE $ oot 4.310.00.................. Batch......4641............
The following example is to be used for transferring a quarterly return with its corresponding twe-prepayment-periods
and alater prepayment-period-un not supported by a quarterly return to a prepayment account:
ORIGINAL EXAMPLE NOT-AVAILABLE
ACCOUNT TRANSFER OR ADJUSTMENT FROM ACCOUNT TRANSFER OR ADJUSTMENT TO
Area Code Account Number Sub. No. Master Area Code Account Number Sub. IJlo. Master
100600120000 SR DH 22-773311 [ ] 100600120000 | SR DH 41-639419 | |
name Walter Little Name LI|¥ Bigg
1 | Reporting Basis M X o Y FY P 2 | Reporting Basis M [o Y FY P
Bus. Code Acct. Anal. Code Bus. Code Acct. Anpl. Code
[ close out [ Did Not Operate [ close out | [1 Did Not Operate
Change STARTING DATEfrom .....oo.ooevieiieeenees | (o I Change STARTING DATEfrom ......ooeereieiieiieenns 0 oo
Change CLOSING DATEfrom ......................... 0 i, Change CLOSING DATE from .......oeieieieieen... 0 ool
TRANSFER EFT Payment(s) Period* From ...... 1Q%................ TO weeenn. 4096............oceeeeeen
3 DM@ Account Number _From SR DH 22-773311.70 ...SR DH 22-41-639419...
PrePaymentt AMOUNE $ oovveiie it e ee et et eiiee e eie e ieeereaiees BatCh. . .iiiiiieeii i i iiieeeeieeieeeess
4
Mayest October 2001

Page 75
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4.DELINQUENCY CONTROL, REVOCATIONS AND REINSTATEMENTS3460.000
4.OVERVIEW 340.010360-005

Taxes administered by the Board depend upon voluntary cooperation for effective and efficient management. The
vast majority of taxes due are promptly and fully reported (declared) and paid.

Accounts that fail to file, pay, or comply with the law or Board requirements are considered to be delinquent. This
section will describe administration of delinquency programs._Specific instructions for processes, screens, and codes
for the delinguency program are contained in the IRIS Training Manuals or from the Business Integration Group in

the Technology Services Division.

4.-TERMS USED IN ADMINISTRATION OF THE DELINQUENCY PROGRAM  340.020366-615
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Periodic Delinquency

Any delinquency established for failure to file atax return or a partial period return filed by the taxpayer. This does
not include repayments. Periodic delinquencies are established as an automated |RIS process.

There is a special function developed for Headquarters use only which allows for the establishment of periodic
delinquencies when the system did not create a delinquency. The new delinquency will only be created when a
Financial Obligation already exists and a return or a delinguency for the same period does not exist and the current
date is past the date shown on the Business Taxes Calendar.

Cause Delinquency
A Cause Delinquency can be established by districts for:

1. Failureto pay abaance due.

2. Failure to comply.

3. Failure to comply with SG requirements.

5.4. Failureto post security.

6.5.  Failure to post additional security.

76. Failure to post replacement security.
Period Code

The 4-digit period code consists of the last month and year of the period. For example, the first quarter of 2001
would be 0301.

Periodic Withhold

A temporary halt can be placed on the citation/revocation cycle for a specific periodic delinguency. An end date is
required to establish the periodic withhold. When the end date is reached, the delinguent period re-enters the hearing
and revocation cycle.
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TERMS USED IN ADMINISTRATION OF THE DELINQUENCY PROGRAM (Cont.) 340.020

Cause Delinquency Withhold

There are no Cause Delinquency withholds. If the Cause Delinquency needs to be removed from the
citation/revocation cycle, the cause is Simply cleared. |f the cause needs to be re-entered into the citation/revocation
cycle, the cause delinquency is reestablished and will enter the next cycle.

Account L evel Withhold

The Account Level withhold is automatically system generated when an account is reinstated from revocation or
cancellation from revocation. Automatically generated Account Level withholds can only be removed by the
Account Analysis and Control Delinquency Unit and Mass Withholds cannot be manually removed. If the Financial
Obligation record has been locked, then this process is restricted to specific user security levels. For example,
during a natural disaster certain geographical areas could be identified for this type of withhold.

Account-L evel Bankruptcy Withhold

Account level withholds will be automatically established in IRIS when alegal case is added in the legal claim case
screen for an account that is in bankruptcy. A halt is placed on the citation/revocation process on all delinguencies.

The date an account level bankruptcy withhold is entered displays on the screen. This account level withhold will
automatically be removed when the status of bankruptcy is changed to dismissed or closed.

The delinguency screens are used to view and maintain information relating to a specific delinquency. These screens

are also used to create and clear a cause delinquency for an account. Only outstanding delinquencies may be
modified. System comments should always be added when creating, modifying or clearing delinguencies.

Cause Delinquencies

Establishing a Cause Delinquency — Cause Delinquencies are manually created by the district for failure to comply,
failure to pay a balance due, failure to post security, etc. A Cause Delinquency cannot be created for a closed,
revoked or for most bankrupt accounts (see section 754.000 for definitions of bankruptcy status). Cause
Delinguencies can be established if a revocation cycle is currently in progress for the account, the account has a
periodic withhold, or an active delinguency already exists for another reason. Cause Delinguencies are not affected
by Mass Withholds, but are affected by Account Withholds. If a Cause Delinquency is created when an account
level withhold is present, the withhold will automatically be established for the delinguency.

MayOetober 2001
Page 78



ACCOUNT MAINTENANCE

When establishing a Security Deposit Cause Delinquency, the process verifies that unfulfilled security deposit
requirement(s) exist for the account. A delinguency cannot be established if there is not an unfulfilled security
deposit requirement.

When establishing a Failure to Pay Balance Due Cause Delinquency, the system verifies that difference(s) exist for
the account. Any differences that exist when the delinquency is established are linked to the delinquency. If no
differences exist at that time, the system will not be able to automaticaly clear the delinquency when payments are
made.

Clearing a Cause Delinguency - A Cause Delinquency is cleared when the specific cause has been fulfilled, when
the cause or requirement for the delinquency is canceled or when the delinquency was established in error. Cause
Delinguencies can be cleared automatically, as long as the system is able to determine that the reason for the
delinquency has been satisfied. Otherwise, the delinquency must be cleared manually. Comments are mandatory
when a Cause Delinquency is manually cleared.

When a delinguency is cleared the processing of its cycle will be stopped. If, however, it was cited as areason on a
Notice of Hearing, which also had other delinquency causes, the citation itself will not be stopped unless all the
delinquencies linked to the citation are cleared or are on withhold. If the citation is stopped and is following a
manually scheduled cycle, the manual delinquency will be deleted.

If the citation is stopped after the effective revocation date on the Business Taxes Calendar, but before the account
shows revoked on the system, the Financial Obligation for the reinstatement fee will be deleted. If the system shows
the account has been revoked, the delinguency can be cleared, but the account will not automatically be reinstated.

Periodic Delinguencies Withhold

Establishing or Removing a Periodic Withhold - A periodic withhold may be established if an account level withhold
is present or if the account is in legal status. Withholds may not be placed on a periodic delinguency when an
account has been revoked or closed. Automatically generated account level withholds can be removed by the
Account Analysis and Control section’s Delinguency Unit and Mass Withholds cannot be manually removed.

A withhold will begin on the date it is processed. |f adistrict office creates the withhold, a withhold end date must
also be entered. If no withhold end date is entered, a withhold is considered to be permanent and can be manually
removed only by the Account Analysis and Control Section. The withhold reason and the withhold end date may be

changed.
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REASONS FOR REVOCATION 340.040

When a person fails to comply with any of the provisions of the law under which a permit is issued, the Board may
revoke the permit.

MayOetober 2001
Page 80



ACCOUNT MAINTENANCE

Cause for revocation may be failure to file returns and pay the tax, failure to pay a delinquent balance, failure to post
the required security, failure to keep or make available proper records, or for violation of any provision of the
applicable law. See also CPPM 751.020

4-INITIATION OF REVOCATION ACTION 340.0503606-030

In cases of failure to file and pay returns, revocation action is initiated routinely by Headquarters without request from
the didtrict.

For a cause other than returns, revocation action is initiated on line by a district office. Once a“cause’ delinquency has
been established, the account will be entered into the citation cycle and a proceeding notice issued.

Hearing-Notices 360.040
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NOTICE TO APPEAR - REVOCATION PROCEEDING 340.060

Headquarters mails Revocation Proceeding notices. The notices advise the taxpayer to appear at a specific time and
place. A tax return is not included with the notice. At a proceeding, the taxpayer may show cause why a permit
should not be revoked for the reason specified in the notice.

The address of the district office will be printed on the notices in a position to show through a double window
envelope when the form is mailed to the taxpayer. |f the notice is undeliverable by the U.S. Postal Service, the
notice will be returned to the district or branch office of control. Return addresses used will be those used for tax
returns.

The responsibility for conducting the proceedings is delegated to the District Administrators or their representatives.
Proceeding times have been scheduled uniformly in all offices and branches designated by districts to conduct

proceedings.

Revocation dates will be effective 60 days after the mailing of the Notices to Appear - Revocation Proceeding
(BOE - 0431).

STOP CITATION AND REVOCATION ACTION 340-.070

Periodic Delinquencies

The on-line processiis used to stop the citation and revocation cycle that isin progress. |f the citation is stopped after
the effective revocation date on the Business Taxes Calendar, but before the account shows revoked on the system,
the Financial Obligation for the reinstatement fee will be deleted. |f the system shows the account has been revoked,
the delinguency can be cleared, but the account will not automatically be reinstated.

For revoked accounts, the on-line process must be used.

When the citation currently in progress is stopped, any outstanding delinquency for the account is €eligible for
subsequent delinquency cycle processing, including revocation. When delinquencies are stopped, they will revert
back into their original cycle, based upon category.

No request for withhold of revocation or cancellation of revocation action should be made if the periodic
delinquency has not been cleared unless the person has demonstrated their intentions by definite action such as
making a substantial partial payment.

Cancellation or withhold of a revocation should not be requested on the basis of a taxpayer's promise of future
action.

Cause Delinquencies

When the cause delinguency has not been cleared, it can be modified to clear the delinquent record when the account
is not to proceed to revocation. System comments should be added.

The cause delinguency can be re-established at alater date, if warranted. See CPPM 340.040
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4. Effective Date of Revocation 340.0803690-060

Revocation dates are effective 60 days from the date of Notice to Appear — Revocation Proceeding (BOE - 0431). If
the cause of revocation is cleared in its entirety on or before the proceeding, and the information is available on-line,
the Notice of Revocation will not be mailed. If the notice is mailed, the revocation will be considered inoperative
and should be cleared on-line. See CPPM 751.130
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Prior to interdistrict transfer, revoked accounts should be reinstated where possible. Make contact with the taxpayer
and determine whether a permit is still required. Should a permit no longer be required, close the permit out. If
telephone or mail contacts fail to provide evidence of operation after revocation, send form BOE-142, District
Request for Investigation (See CPPM 721.000), to the district where the taxpayer may be operating to investigate for
operation after revocation before transferring the account.

If the holder of a revoked permit is actually operating in another district and the cause of revocation cannot be
cleared, the account may then be transferred. Do not send anew or replacement permit to the taxpayer.

To transfer a revoked account to another district, a memorandum from the District Principal Compliance Supervisor
will be directed to the receiving District Principal Compliance Supervisor advising of the account’s revoked status.
Send the memorandum with investigative material supporting the transfer and the district file folder, if available, to
the new district.

The receiving district will be responsible for completing the transfer upon reinstatement of the permit. If the
proposed transfer is found to be erroneous, the account file and investigative material will be returned to the
originating district with a memorandum of explanation.

Transfers not conforming to this procedure should be immediately returned, to the originating district.
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4-PAYMENTS AFTER REVOCATION 340.120360-120

After revocation, the district should attempt to obtain cash, certified or cashier's check or money order in payment of
liabilities and reinstatement fee(s). However, Government Code Section 6157 requires the State to accept personal
checks if the person issuing the check furnishes proof of California residence and the check is drawn on a California
banking ingtitution. Once a check is returned without payment, we-arethe Board is no longer required to accept personal |
checks.
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If the taxpayer insists on providing a personal or business check, or one is mailed to the district office and the taxpayer
does not have a history of returned checka the complrance supervrsor may approve acceptance. Guidelinesfor

When return(s) and a persona or business check needed to clear a revocation have been mailed to Headquarters,
taxpayers normally should not be required to stop payment on the check and pay in certified funds. Such a delay could
result in the assassment of addrtronal penalty and mterest charga See CPPM 510. 110159 Lf—th&taxpafer—s—pner

4.REVOKED ACCOUNTS CLOSED OUT IN ERROR 340.140360-140

Closeout code “1” will be used to closeout revoked accounts verified to have never operated (DID NOT OPERATE).

Closeout eode-reason “8" signifies an account was closed out after revocation occurred, regardless of whether the
closeout date occurred before or after the effective date of revocation. Closeout eede-reason “8” is used in lieu of any
other closeout eedes-reasons on al revoked accounts and/or sublocations of a revoked account which have operated.
Closeout Reason-reason eode “8” is used for any sales and use tax account.

Revoked accounts will be closed out only after investigation has positively confirmed the account has ceased doing
business, either through phone calls, field investigation or contact with the taxpayer. Returned mail in itself is NOT
sufficient cause to close the permit as ataxpayer may simply be operating at another location.

The presence of closeout reasoncoede “8” es mat m
display-will aert Board staff that positive conflrmatron of clowm after revocatron was obtar ned, and the account
should not be reinstated as closeout in error. If aperiod of inactivity has occurred between closeout after revocation and
reopening, a new permit MUSTmust be issued. Filing of “zero sales’ returns does not establish activity from date of
closeout to date of reinstatement from revocation and closeout in error.

Revoked accounts closed out in error must meet al conditions of reinstatement before the account can be reinstated for
the erroneous closeout.
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REVOCATION PROCEDURE INFORMATION 340.150360-145

For additional procedure or general information on revocations refer to CPPM 751.000 et. seq.
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Reinstatement fees should be collected only for those accounts or sublocations of a consolidated account which
remain active at the time of reinstatement. Those accounts or sublocations of a consolidated account that close out
after the date of revocation but before the date of reinstatement will continue to be processed with a close out code 8
(close-out after revocation). |If those accounts or sublocations of a consolidated account should reactivate at any time
in the future, the reinstatement fee would be due and collectable at the time of activation.

REVOKED AUTOMOBILE DEALERS 340.160

Automobile dealers seller’s permits, which have been revoked, and whose Department of Motor Vehicles (DMV)
dedler licenses have been cancelled by DMV, are not to be reinstated after the Board has been notified by the DMV
that the automobile dealer’s DMV license has been cancelled.
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4-ANNEXATION PROCEDURE 345.000

The Local Revenue Allocation Section has the responsibility of identifying the sales and use tax accounts affected by
an annexation and making changes to the registration record by using street index guides and registration listings
sorted by county. The results of the Local Revenue Allocation Section’s determination are sent to the appropriate
district office with a BOE-888 and a list of all the accounts changed. City and county governments will also receive
the same information with Form L etter 26.

If the district, city or county disagrees with the determination, a response form is provided for notifying Loca
Revenue Allocation Section of any exceptions. No response isrequired if all parties agree with the determination.
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