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Reports Currently Produced

Deposit Balancing Report—Indicates Business License/Transient Occupancy Tax number and amount
paid. Also specifies accounts to which payments should be distributed such as TOT, SLOCTBID, TOT
Penalties, TOT Interest, SLOCTBID Penalties, SLOCTBID Interest, Business License Fees, Over and Short
Accounts. Finally, this report summarizes totals for each distribution account and the method of
payments received (cash, check, credit cards, etc.).

Deposit Distribution Report—Used in preparation of County Deposit. Indicates debits and credits to
be applied to County Accounts including: Electronic Payments, Checks, Currency, Coin, From Shortage
Account, To Overage Account, From Trust Accounts, To TOT, To SLOCRTBID, To TOT Trust, To TOT
Penalties and Interest, To SLOCTBID Penalties and interest, Returned Check Fees for Tax Collector,
Returned Check Fees for Treasury.

Summary Deposit Report—Indicates amounts deposited to various accounts (listed above under
Deposit Distribution Report) for a period of time. As a common example, this report should indicate
total amounts to/from each account for each day of a given month.

Account Balance Report—This report should display any Business Licenses/TOT Certificates on which
the customer owes money or has a credit balance.

Transient Occupancy Tax Statistics Report—This report indicates, for a daily, weekly or monthly
period the amount of: Licenses/Certificates Issued, TOT Returns generated, Delinquency Notices
generated, TOT Exemptions claimed, Overages, Shortages and Returned Checks.

Transient Occupancy Tax Returns Analysis—This report indicates the taxable rents and the
percentage change for the same month of the prior year for a given Business License/TOT Certificate.
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Transient Occupancy Tax Area Listing—This Certificate lists the number of Business Licenses/TOT
Certificates for a defined area of the County. Presently, there are 24 defined County Areas.

Transient Occupancy Tax Delinquency Report by License/Certificate Number—This report lists those
Licenses/Certificate Numbers that are delinquent in either reporting TOT/SLOCTBID or in submitting
payments. This report indicates the TOT, SLOCTBID and penalties and interest currently due, if
available. Additionally, this report indicates whether a TOT License/Certificate holder is currently
managed by a Property Manager and, if so, groups by Property Manager.

Transient Occupancy Tax Missing Exemption Form—This report lists any License/Certificate holders
who have claimed an exemption but have not supplied the required Exemption Form.

Transient Occupancy Tax Impending Due Date Reminder Letter—This letter is sent on the 20" of
every month to a selected list of “Habitual Delinquent” License Holders in order to remind them of
the upcoming due dates. The selected License Holders must be able to be added to or removed by
staff.

Transient Occupancy Tax Delinquency Letter—This letter is send by the 5% of every month to those
License Holders who have not yet submitted their TOT/SLOCTBID return and payment.

Transient Occupancy Tax Notice of Intent to Revoke License and File a Lien—This Notice is sent on
the 15" of every month to those Delinquent License Holders who have not responded to the
Delinquency Letter (above). This Letter also calculates an estimate of the TOT/SLOCTBID due (from
last year, if available) and calculates the penalties and interest.

Transient Occupancy Tax Notice of Revocation and Filing of a Lien—This Notice is sent on the 25" of
every month to those License Holders who do not respond to the Notice of Intent (above). The Letter
must be able to generate additional copies as it is sent to other County Departments as well.

Monthly TOT/SLOCTBID Returns—This form allows License Holders to report information about
Monthly Gross Rents, Allowable Deductions, Allowable Exemptions, Taxable Rents, TOT (9% of
Taxable Rents), SLOCTBID (2% of Taxable Rents, if applicable) and any Penalties or Interest due.
Finally, this form allows License Holders to indicate any On Account Balances (credits) to be used and
the amount to be remitted with the Return.

County Business License—System generates County Business License with ability to address “special

licenses such as Tobacco Retailers, Transient Occupancy Tax, and Transient Occupancy Tax with
Business Improvement District, Single Day License and should be flexible enough to allow for
additional license types to be added as needed.
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Business License Renewal Letter—This letter is generated 45 days before the expiration of the
County Business License and indicates the amount due for the Customer to renew their License.
Returned Payment Letter—This letter is generated when a payment is not honored by the bank or
credit card processor. It indicates the amount due, with penalties and interest and returned payment
fees.
Data Elements
Last Name
First Name
License Number
TOT Certificate Number
DBA
Business Address
Business Address City
Business Address ZIP
Business Phone
Business Email
Mailing Address
Mailing Address City
Mailing Address Zip

Property Manager

License Type (General Business, TOT, TOT/SLOCTBID, Tobacco Retailer, Single Day Use)
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License Issued

License Expiration

License Fee

In SLOCTBID?

License Classification (In accordance with SBOE business classifications)
Business Entity Type

Linked or Other Parties (Partners, Property Managers, Connected Businesses)
Other Departmental Approvals Necessary (Sheriff, County Health, etc.)

License Status (Active, Renewal, Reminder Sent, Delinquent, Suspended, Revoked, Inactive)



