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800 987 0999

 

Fax: 559 275 0289

 

 

 

 

 

 

 

 

<

MERG_MAILD

>

 

 

 

<NAME>

 

<MAILING ADDRESS>

 

<CITY>, <STATE> <ZIPCODE>

 

 

 

 

 

 

      

License #: 

<License #>

 

ASSESSMENT OF TAXES DUE

 

 

 

Dear [Business]

 

 

The City of Sa

mple

 has retained MuniServices, LLC 

to process business licenses

 for the 

City.   MuniServices also conducts research to determine which businesses are operating in 

the City of Sample

 without a current business license. 

 

 

City tax records indicate your business is in serious 

violation

 of the City’s municipal code by 

ope

rating a business without paying the required business license taxes.  Since multiple 

attempts to contact you over the past two (2) years have not been successful, the City is left 

with no recourse other than to estimate your tax liability.  

 

 

This notice 

shall service as a formal assessment of taxes due.  

You must remit $XXXX

, 

along with a copy of this notice, within 15 days of the date of the assessment.  Please be 

advised that law requires payment of business taxes, and the City is obligated to enforce 

t

hese laws and effect collection of these taxes.

 

 

If you feel the tax due is inaccurate, you have 15 days from the date of this notice to request, 

in writing, a hearing to review the assessment.  A hearing will be scheduled where you may 

present evidence t

hat the tax collector may use in determining the assessment.  If you fail to 

respond within the 15 days, the City will deem the assessment valid and take additional 

actions necessary to ensure compliance.

 

 

If you any questions regarding the tax due, or the

 assessment process, please contact a 

MuniServices license specialist 

Monday through Friday between 9:00 a.m. and 4:00 p.m. 

Pacific Standard Time

 at 800

-

987

-

0999.  You may also reach us by e

-

mail at 

BusinessTax@Muniservices.com or by fax at 559

-

275

-

0289. P

lease refer to your account 

number 

«UNIQUE_KEY»

 

when calling.    

 

 

Please be assured that information obtained through the assessment process will be held in 

strictest confidence and will be used for licensing purposes only. We ap

preciate your 

cooperation. 

 

 

Sincerely,

 

 

 

 

 

 

Robert J. Greene

 

Operations Manager

 

Attachment A

 

City of Sa

mple

 

3

2

1 Main

 Street

 

Sa

mple

, CA  9

8765
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800 987 0999

 

Fax: 559 

275 0289

 

 

 

 

 

 

«mergmailid»

 

 

 

 

|

«zip»

«zip»

«dpbc»

|

 

«company»

 

«street»

 

«city»

, 

«state»

 

«zip»

-

«zip4»

 

 

 

Reference #:SA

M

«unique_key»

 

 

 

Dear <<Business Name>>:

 

 

M

uniServices 

has made multiple attempts to contact you regarding 

the balance owed on your 

City of 

Sa

mple

 business license ac

count

.  

A

s of the writing of this letter, our records indicate that you have failed 

to 

pay the balance due on your account

. 

 

 

As a result, you are hereby notified that you are in 

Volition

 City of Sa

mple

 Municipal Code

 

(reference 

code number).  

 

 

If you ne

ed any assistance completing the registration form or require additional information, please 

contact one of M

uniServices

 tax specialists Monday through Friday between 8:00 a.m. and 5:00 p.m. 

pacific time at 800

-

987

-

0999. Please refer to your account refere

nce number 

SA

M

«UNIQUE_KEY»

 

when calling. 

 

 

This notice will serve as final demand for notice.  Failure to register or respond to this notice will 

result in a referral to the City Prosecutor

.

 

 

Information obtained through the audit

 will be held in strictest confidence for tax collection purposes.

 

  

 

Sincerely,

 

 

Joshua A. Davis

 

Director, Tax Compliance Division

 

Final Demand for Compliance

 

Attachment B
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«mergmailid»

 

 

 

 

 

 

  

 

REFERENCE #: 

S

AMPLE

K

«unique_key»

 

Dear 

«company»

:

 

 

MuniServices, LLC has been retained by the City of 

Sample

 to conduct a business tax compliance 

review.  The primary purpose of this evaluation is to ide

ntify all businesses that may be operating in 

the City without a business tax license or permit.  

 

 

A letter to inform you of this requirement was sent to you on 

«mail_date1»

 and 

«mail_date2»

. 

However, as of the

 date of this letter, you have failed to comply.  

 

 

The City of 

Sample

 Municipal Code (Section 6

-

004) states that all business operating within the City 

of 

Sample

 must obtain a business tax license/permit and pay the appropriate business taxes and 

fees. Th

e code applies to individuals, partnerships, corporations, self

-

employed independent 

contractors, rental property owners, and home based businesses.   

 

 

You may be liable to pay business taxes for conducting business in the City of 

Sample

, and it is 

import

ant that we receive a response from you in a timely manner.  If you believe you are not liable to 

pay these taxes, we still require a reply from you to remove you from future mailings.  

Failure to 

respond to this notice may result in further enforcement ac

tion, which may include an 

Assessment of the taxes that are due.

 

 

In order to resolve your account, please respond 

within 1

0

 days

 of this letter by completing one of 

the following items:

 

 

·

 

If you already 

have

 a valid Business Tax License or Permit, please 

provide the account 

number on the application and return it 

within 

1

0

 days

 of the date of this letter

 in the enclosed 

envelope, or fax a copy to (559) 275

-

0289. 

 

 

·

 

If you 

do not have

 a current City of 

Sample

 Business Tax License or Permit, please 

complete a

nd return the enclosed application in the envelope provided 

within 

1

0

 days

 of the 

date of this letter

.  An invoice detailing the taxes owed will be mailed to you upon receipt of 

your application information.

 

 

·

 

If you believe you are 

not subject

 to the City 

of 

Sample

 Business Tax, please provide a 

written statement describing your circumstances.  Upon review you will be cleared from our 

system or contacted for additional information.

 

 

Thank you for your cooperation.  If you need assistance completing the appl

ication, require 

information, or feel that this notice does not apply to you, please contact one of our Tax Specialists 

Monday through Friday between 8:00 a.m. and 5:00 p.m. Pacific Time at 800

-

987

-

0999. 

 

 

Please refer to your account reference number 

STK

«unique_key»

 

when calling.  Please mail your 

application directly to the 

City of 

Sample

, C/O Business License Processing Center, P.O Box 

27947, Fresno, CA  93729

-

7947 

within 

1

0

 days

 of the date of this letter

.   

Information obtaine

d 

during this compliance review will be held in strict confidence.  

 

 

Sincerely,

 

 

Robert J. Greene, Operations Manager

 

 

 

«company»

 

«

ps_brk

»

 

«street»

 

«city»

, 

«state»

 

«zip»

-

«zip4»

 

FINAL NOTICE

 

 

MuniServices, LLC

 

P.O. Box 27947

 

Fresno, CA  93729

-

7947

 

800 987 0999

 

Fax: 559 275 0289

 

September 2007

Tax Compliance Program (Overview)
Discovery Process

MuniServices Discovery Service is designed to identify entities subject to taxation by the City, which are not properly registered, or otherwise not reporting and paying the correct taxes.  Utilizing proprietary database integration technology, MuniServices shall establish a comprehensive inventory of the entities subject to taxation and the database elements needed to facilitate a comparative analysis with City records of those entities that are properly registered.    

Utilizing proprietary database integration technology, MuniServices shall establish a comprehensive inventory of the entities subject to taxation and the database elements needed to facilitate a comparative analysis with City records of those entities that are properly registered.  

Data Standardization

By using the City’s most up-to-date registration information, MuniServices will standardize all addresses within the registry with United States Post Service (USPS) standards.  This same process will be conducted on the variety of public and private data sources that MuniServices obtains to facilitate the discovery process.  This standardization process will identify addressing errors (e.g. 123 First St. vs. 123 1st St.) so that MuniServices can cross-reference accurately.

During the standardization process, MuniServices will establish accurate City address ranges to identify zip code overlaps or addresses not associated with the City of Sample.

Identification Process

Through consistent application of the City taxation requirements, MuniServices staff will identify all entities that have a taxable nexus within the City, but do not appear to be registered and paying the tax.  MuniServices will verify the validity of this lead prior to sending written notification to the taxpayer.

Notification and Consultation

MuniServices correspondence will inform the taxpayer that it appears they are subject to taxation within the City, however it does not appear that they are registered or paying the tax.  Any and all applicable registration forms specific to the tax will be sent to the taxpayer along with the notice.  If the taxpayer has questions regarding the tax, the registration forms, or believes they are currently registered, the letter will instruct the taxpayer to contact a MuniServices Representative via a nationwide toll free call center.

For those taxpayers who contact MuniServices via its call center during the hours of operation, a representative will be available to discuss with the taxpayer any requirements they might have to register, and the process of how to do so.  At all times, MuniServices representatives will treat all callers with courtesy and respect in accordance with all applicable laws and the highest standards of the City of Sample.

Registration

For each unregistered entity identified and confirmed, MuniServices will assist the entity, as necessary, to complete the applicable registration form(s) and determine the amount of tax due for current and prior periods (plus applicable interest and penalties, where appropriate).

Collections

Once a tax liability has been established, MuniServices will begin a standard collections process to collect the outstanding balance on each account.  Invoices are sent detailing the tax liability and directing payment to MuniServices processing facility.

Audit

MuniServices can also conduct a comprehensive analysis of both newly discovered businesses and, currently registered businesses, to ensure accurate reporting of taxable activity.  Businesses records are reviewed and findings are reviewed with the City prior to moving the account in to the collections process.  

Project Phases

MuniServices implements its new projects in phases. The phased approach allows MuniServices to ensure the highest quality of service to both our client and their constituents. The Project will be executed in three (3) phases.  Each phase will be discussed briefly below, along with the projected timing of these phases.

Phase 1: Preparation Phase

The Preparation Phase will allow MuniServices to ensure that all necessary steps are accomplished to lay the foundation for a successful project.  These steps include meeting with the client to obtain a thorough understanding of the client’s processes and requirements, obtaining data from both the client and external sources, standardizing this data for use in MuniServices proprietary database integration software, generating correspondence and forms, and modifications to MuniServices Compliance Administration System to calculate delinquent taxes for all periods due.

The standard timing of this phase is approximately 30 to 60 days.  This timeframe is dependant on items such as timely receipt of data and client requirements.  Because of this, the timeframe may be shortened or lengthened as necessary.

Phase 2: Testing Phase

During this phase MuniServices will begin to test the processes and procedures developed during the preparation phase.  Prior to beginning the bulk of the project, a smaller test batch of notifications will be mailed to ensure that MuniServices processes are functioning correctly and identify any modifications to process that need to be initiated.  The standard timing of this phase is 60 days.

Phase 3: Active Phase

Stated simply, this phase will be the execution of the work plan developed by MuniServices for the notification and registration of non-compliant entities.  During the testing phase, MuniServices will work with the City to refine the processes and ensure accuracy prior to the volumes associated with the active phase.  MuniServices will continue to modify the timing related to new milestones of the active phase as the project continues.

Project Milestones and Timing
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Preparation Phase

Meeting & Project Plan Review ( (09/19/2007)
Prior to implementation of the project, MuniServices and the City will meet to review the business license discovery program.  In the order to ensure the highest level of customer service and performance, MuniServices and the City will review all the processes required for business license registration in the City of Sample.   These often include validating the ordinance and reviewing any current protocols or practices required for registration that are not outlined in the ordinance.
The first version of the work plan will be completed and submitted to the City for their review on this date.  Revisions to the work plan will be implemented in conjunction with the City throughout the duration of the project.

City Dependencies ( (10/22/2007)
Prior to execution of the discovery program, MuniServices will need the following items from the City of Sample in order to ensure the highest level of success:
· Registration Data – MuniServices will need an electronic copy of all businesses that are currently registered with the City of Sample.  In addition to the business license detail, MuniServices will also need the associated payment history for all active accounts.  
· Registration Forms – MuniServices will need a copy of the business tax application form required at the time of registration (in Microsoft Word if available).
· Accompanying Documents to the Business Registration Forms – MuniServices will also need any other documentation required as a prerequisite to the issuing of a certificate.  For example, items like Zoning or Health Department forms as required.
· Business Tax Fee Schedules – A copy of the business tax rates for the current year (2007) and the fee schedule for the three prior years (2004-2006). If the rates have not changed over the years, just the current tax rate is required.
· Banking (optional) - For direct deposits, the City must provide an account for MuniServices to deposit funds from the discovery and audit program.  Deposit book, stamp, and credit card processing terminal are also required.

Testing Phase

1st Test Mailing ( (11/15/2007)
MuniServices will prepare a mailing designed to assess the procedures outlined in the work plan.  The test batch usually consists of 200 notices and will be tracked closely to determine impact on MuniServices and City staff.  During the testing phase, MuniServices and the City can make immediate modifications to the processes to ensure the highest level of effectiveness prior to bulk notifications starting.

Invoice & Tax Calculation Approval ( (11/22/2007)
Once the first round of respondents has been processed, MuniServices will submit sample account statements for the City’s review.  This allows the City to validate tax calculations and classifications prior to invoicing of the non-compliant entities.

2nd Test Mailing ( (12/14/2007)
Additional test batches, typically double that in number from the initial batch, will continue to make certain any modifications to the processes derived from the first test batch will have the outcome desired by MuniServices and the City.

Payment Processing Test ( (12/28/2007)
This procedure will validate MuniServices payment posting and application processing procedures.  MuniServices and the City will ensure funds are transmitted timely and that documentation for each payment batch meets the City’s guidelines.

Application & Batch Forwarding ( (01/18/2008)
MuniServices will submit to the City the first batch of applications where payment has been received.  

Active Phase

Testing Validation ( (02/01/2008)
Upon completion of the testing phase, MuniServices will review the processes with the City and review any additions or modifications to the procedures outlined in the work plan.  MuniServices will then prepare an updated version of the work plan and submit to the City for approval.

Final Work Plan Approval  ( (02/07/2008)
Final revisions to the work plan will be submitted to the City for approval prior to the first mailing of the test batch.  This will become version 1 of the work plan and provide the foundation for further revisions that become necessary during the course of the project.

Bulk Mailing - Active Phase ( (02/19/2008)
The active phase begins with MuniServices first bulk mailing.  Each mailing will continue the processes refined during the testing phase and continue on a weekly basis throughout the duration of the project.

Business License Tax Discovery (BLT)
MuniServices BLT program will identify entities not compliant with the BLT tax requirements for the City.  Entities that have failed to make their initial registration, or have failed to maintain their registration obligations, are what constitute the bulk of the accounts processed by MuniServices.  The processes described below and outlined in the attached flowcharts have been tailored to meet the needs of the City of Sample.  As the project continues forward, MuniServices will revisit the procedures in place and make any necessary adjustments to the process in order to facilitate the BLT process on behalf of the City.

Business Inventory

In order to ensure complete registration from the business community, MuniServices must build and maintain an up to date and accurate inventory of businesses subject to the BLT.  MuniServices uses a multitude of different vendors, both public and private, to acquire the electronic data used in building this inventory.  In addition to electronic data, MuniServices uses information received from business-business activity, as well as physical canvassing of streets to compliment the business inventory.  Once combined with the City registration data, MuniServices can get an accurate understanding of the compliant and non-compliant entities.

Lead Generation

Proprietary integration technology allows MuniServices to electronically match the business inventory with City registration data.  However, relying electronic matching alone can lead to erroneous taxpayer notification.  Therefore, MuniServices utilizes a staff of tax specialists who review the potential non-compliant accounts for accuracy.  Prior to contacting a taxpayer each account is reviewed for accuracy, matching errors, possible exempt status, and telephone and address verification.  Final results are loaded in to MuniServices compliance software and await initial mailing notification to the taxpayer.

Taxpayer Notification Process

Entities found to be non-compliant are processed through a standard mailing notification process normally consisting of 3 or 4 notices.  The initial notice is a more business friendly and is more informative and less inflammatory.  This less confrontational style allows MuniServices to work through the cooperative taxpayers more quickly and in a manner more conducive to educating taxpayers to their tax liability.  Subsequent notices begin to become more direct and final notices will indicate the negative repercussions of failing to comply with the tax code.

Notices will direct taxpayers to fill out the required forms and remit them to MuniServices in a specified amount of time.  Taxpayers are given address information as well as the toll-free number to MuniServices nationwide call center.  Tax specialists are available to assist with documentation filing requirements and other questions that the taxpayer may have.

Important Notes

· All MuniServices letters are submitted to the City for final approval
· Test batch sizes and timing are submitted to the City

· Bulk mailings are timed to meet City staffing needs

Application and Documentation Processing

MuniServices staff of tax specialists processes all incoming correspondence.  This includes applications and special documentation requested during a telephone consultation.  Entities that provide proof of registration or exemption are notated and removed from the notification process.  

MuniServices maintains an electronic copy or scanned image of all incoming forms and correspondence.  Original correspondence is submitted to the City once the account has paid in full.

Tax Calculation and Collection

Once MuniServices receives the necessary documentation for an account, a tax calculation is made and an invoice is created for the taxpayer.  The entity enters another notification process specifically designed to facilitate the collection of unpaid taxes.  The entity will receive a detailed statement of how the tax was calculated and is given strict instructions with regard to payment remittance. 

Taxpayers are afforded a 15-day window to remit payment prior to additional notification and follow-up telephone calls.  As in previous processes, the taxpayer has access to MuniServices National Call Center for assistance with understanding their BLT liability.

Important Notes

· All calculation methodologies are reviewed with the City

· Invoice language and format is approved by the City

Payment Processing

Payments are processed through MuniServices Receipts and Controls department.  Payments are posted in to MuniServices Tax Compliance System on no less than a weekly basis.  Entities that have resolved their tax liability are marked as paid in full and removed from the Collection process.  Entities with a balance are sent additional invoices indicating the remaining balance due.

MuniServices will combine the payments in to a batch format.  Payments and applications will be batched and forwarded to the City for processing.  Payment batches along with the calculation detail and all original documentation received from the taxpayer will be delivered to the City on a weekly basis. Accompanying the payments will be a batch report summarizing the details of the batch.

Financial Audits 
Audit Preparation

In addition to the Comprehensive Discovery Program, MuniServices can also perform financial audits at the request of the City.  A formal review of registered businesses is conducted to determine full compliance with the municipal business tax laws.  The Primary objective of the business tax audit is to determine, with the least possible impact on the taxpayer, the correct measure of tax. The audit also provides information and assistance to taxpayers, enabling them to complete returns and pay their taxes correctly and efficiently. 

MuniServices will make every effort to have the least impact on the business community as possible.  To assist in this, MuniServices maintains two phases of a business tax audit.  The first phase is a brief compliance review.  These are approximately 30-60 minute interviews scheduled to assess a business’s compliance.  They are conducted with an office manager or business owner with operating knowledge of the business in question.  Based on the findings from this review, a more thorough audit may be required.

Selection Criteria

MuniServices uses many sources to identify potential audit leads.  The primary tool used is a proprietary database integration utility to validate business information from the City’s tax register against a myriad of public and private data sources.  The audit leads are targeted by discrepancies in the businesses reported gross receipts to the various taxing agencies. MuniServices also draws from its extensive experience to focus on specific business industries that are often under-reporting taxes to the City.  Finally, the City may identify businesses that they suspect may be in need of audits.  Below is a detailed list of the selection criteria:

1. Random Selection-   Random selection allows the City and MuniServices to ensure an accurate coverage of all business types in the City.  This method ensures taxpayers are treated equally and helps identify whole industries that may be under-reporting.

 2. Industry Specific-   Using experience gained from auditing multiple jurisdictions in California, MuniServices has identified certain industries that are known to have major issues across the state with local taxes.  MuniServices analyzes these industries in the City and determines if industry wide audits are necessary.

3. Variance Reporting-   This selection criteria is data based.  MuniServices compares the four most recent business tax returns and identifies any major reporting discrepancies.  A business whose payments vary will likely be subject to review.  Additionally, variance reports are conducted against similar business types in the City to establish averages for that industry, entities that fall outside the average, are candidates.

Notification Process

Once identified, MuniServices notifies the business that a review will be conducted to verify their compliance with the City’s tax laws on a given date and time, and states that MuniServices is authorized to conduct the review on behalf of the City.  This correspondence also lists the items that should be made available to ensure that the audit is completed in a timely fashion.  

*Additionally, a preliminary authorization letter may be sent from the City prior to contact by MuniServices
Review Procedures

In the review process an auditor will perform a physical inspection of the business location. Further inquires will be made to the owner or manager as to the business transactions and compliance with the City’s ordinances.  MuniServices will conduct short tests before starting a complete verification of three years operations of a business. An extensive examination may not be justified.  If the short tests indicate the taxpayer has not properly reported their tax liability, then more extensive tests will be conducted.

When conducting the audit, a preliminary discussion with the taxpayer or with the person who has charge of the records is performed to determine the exact nature of the business activity. The following briefly describes the books, records and detail that may be used in any given audit:

· The General Ledger accounts may be examined for debits and credits, which may 
represent unreported transactions.

· The cash receipts record will be examined to determine the receipts from cash 
transactions have been credited to the proper sales or revenue accounts.

· Bank deposits may be reviewed to determine accuracy of recorded figures.

· Compare tax returns with business tax returns

Also during the initial review of the records provided by the taxpayer, many new leads may be discovered. For example, when auditing entities, 1099’s are requested for payments made to any sub-contactors. Upon further research of the discovery it may be found that the sub-contractor does not have a business license.

Audit Summary

Upon completion of the audit, MuniServices will prepare an audit summary report for the City.  The report will contain all information obtained during the audit as well as MuniServices recommended course of action and the legal basis, if any, for the recommendations. 

Assessment Collections

Once the City has approved the deficiency, MuniServices will invoice the businesses and process through the standard collection processes followed through the discovery process.

Special Processes and Procedures

Duplication of Effort

MuniServices will partner with the City to minimize duplication of effort and prevent overlap of MuniServices discovery program and any City internal programs.  

MuniServices Referral Process (To be determined)
From time to time, MuniServices encounters situations where taxpayers are reluctant to work with an outside firm, or in rare cases, refuse to pay the tax to anyone.  MuniServices will work with the City to develop an account referral process by which the City can institute citation processes, legal proceedings, or other actions deemed appropriate.

Tax Year Collection

MuniServices standard collection period is the current year and 3 back years from non-compliant entities where applicable.   Additional back years may be collected as requested by the City. 
Additional Tax Collections Projects

MuniServices can take additional steps to ensure collection of delinquent business taxes for Administration and Discovery related accounts.  The follow page outlines the procedures used in a tax collection project.

Tax Collection Background

The Current process for renewal and discovery tax collection is to send a total of three (3) notices and make one phone call to facilitate collections.  

While some of the entities that did not respond to any notification (renewal or discovery) may have moved or have ceased operations, the potential revenue amount estimated for these account based on multiple tax years, penalties, and administration fees total an estimated $(calculate estimated revenue figure).   

MuniServices believes the amount of delinquent taxpayers is substantive enough to warrant additional collection initiatives.  

Collections Process Recommendation

MuniServices has many processes that have been successful in other cities.  The following steps are recommended action plan to collect the delinquent taxpayers.

STEP 1.

Assessment (Attachment A)
The first step in obtaining compliance from non-responsive entities is to formulate an assessment of their liability.  Since the tax is self-assessed and the entity has not responded, estimates are used to determine the tax owed.  This is done by using industry averages as well as previous reports for each business and using an acceptable multiplier, usually 2-3 times that which has been paid in the past.  The City is given the authority to do this step under the Municipal Code Section (reference code number).  MuniServices recommends this notice be given in person to affirm the seriousness of the delinquency and to ensure the notices are received and not lost in the mail.

This process also affords the taxpayer a window of opportunity to refute the assessment by providing details to the tax collector.  This coincides with the ultimate goal of the assessment process, which is to get the taxpayer to report their actual gross receipts so the tax can be administered correctly.

STEP 2.

Final Demand Notice (Attachment B)
Once the assessment has been finalized, a letter should be sent affording one last opportunity to comply with the tax code.  This letter typically contains direct language specifically stating the actions the City will take if payment is not made in full.  

STEP 3.

Citation 

Once an entity has an established balance due and has not paid the taxes due in the time allotted, issuance of Citations is usually the next best step.  Either by sending a City official, or granting MuniServices as the tax collector the authority, a citation must be issued to each non-compliant entity.  This citation is an infraction as is considered a separate offense for each day the infraction occurs.  The City is given this authority as well as the ability to delegate citation authority in Municipal Code Section (reference code number).  

STEP 4.

Additional Action 

Should a business fail to comply with steps listed above, there are additional procedures such as civil suits.  Businesses that hold a license, but have failed to pay their current tax obligation a revocation of their license can an option as well.  At times these can be effective tools of enforcement.  However, these procedures are typically more time consuming and cost prohibitive in most situations.  During the revocation process, for example, the city must hold a public council meeting for each entity to be revoked.  These processes are available to the City. 
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MuniServices, LLC
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Fresno, CA  93729

-

7947

 

800 987 0999

 

Fax: 559 275 0289
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REFERENCE #: 

S

AMPLE

K

«unique_key»

 

Dear 

«company»

:

 

 

MuniServices, LLC has been retained by the City of 

Sample

 to conduct a business tax compliance 

review.  The primary purpose of this evaluation is t

o identify all businesses that may be operating in 

the City without a business tax 

license or permit

.  

 

 

You have received this notice because our records indicate that you may be conducting business in 

the City of 

Sample

 and you are not currently register

ed with the City.   If you do not have a valid 

business tax registration certificate you may be out of compliance

.

 

 

The City of 

Sample

 Municipal Code (Section

 6

-

004

) 

states

 that 

all

 business operating within the City 

of 

Sample

 

must obtain a business tax 

li

cense

/

permit 

and pay the appropriate business taxes and 

fees. The code applies to individuals, partnerships, corporations, self

-

employed independent 

contractors, rental property owners, and home based businesses.   

 

 

You may be liable to pay business taxe

s for conducting business in the City of 

Sample

, and it is 

important that we receive a response from you in a timely manner.  If you believe you are not liable to 

pay these taxes, we still require a reply from you to remove you from future mailings.

 

 

In or

der to resolve your account, please assist us by completing one of the following items:

 

 

·

 

If you already 

have

 a valid Business Tax 

License or Permit

, please provide the account 

number on the application and return it 

within 

30 days

 of the date of this lette

r

 in the enclosed 

envelope, or fax a copy to (559) 275

-

0289. 

 

 

·

 

If you 

do not have

 a current City of 

Sample

 

B

usiness 

T

ax 

License or Permit

, please 

complete and return the enclosed application in the envelope provided 

within 

30 days

 of the 

date of this lette

r

.  An invoice detailing the taxes owed will be mailed to you upon receipt of 

your application information.

 

 

·

 

If you believe you are 

not subject

 to the City of 

Sample

 

B

usiness 

T

ax, please provide a 

written statement describing your circumstances.  Upon revi

ew you will be cleared from our 

system or contacted for additional information.

 

 

Thank you for your cooperation.  If you need assistance completing the application, require 

information, or feel that this notice does not apply to you, please contact one of 

our Tax Specialists 

Monday through Friday between 8:00 a.m. and 5:00 p.m. Pacific Time at 800

-

987

-

0999. 

 

 

Please refer to your account reference number 

STK

«unique_key»

 

when calling.  Please mail your 

application directly to the 

Ci

ty of 

Sample

, C/O Business License Processing Center, 

P.O Box 

27947

, 

Fresno

, CA 

 

93729

-

7947

 

within 

30 days

 of the date of this letter

.   

Information obtained 

during this compliance review will be held in strict confidence.  

 

 

Sincerely,

 

 

Robert J. Greene,

 Operations Manager

 

 

«company»

 

«

ps_brk

»

 

«street»

 

«city»

, 

«state»

 

«zip»

-

«zip4»
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REFERENCE #: 

S

AMPLE

«unique_key»

 

Dear 

«company»

:

 

 

MuniServices, LLC has been retained by the City of 

Sample

 to conduct a business tax compliance 

review.  The primary purpose of this evaluation is to iden

tify all businesses that may be operating in 

the City without a business tax license or permit.  

 

 

A letter to inform you of this requirement was mailed to you on

 <1

st

 Mail Date>

.  However, as of the 

writing of this letter, our records indicate that you ha

ve not complied with this notice.  

 

 

If you do not have a valid business tax 

license or permit

 you may be out of complian

ce with the City of 

Sample

 Municipal c

ode.

 

 

The City of 

Sample

 Municipal Code (Section 6

-

004) states that all business operating within

 the City 

of 

Sample

 must obtain a business tax license/permit and pay the appropriate business taxes and 

fees. The code applies to individuals, partnerships, corporations, self

-

employed independent 

contractors, rental property owners, and home based busine

sses.   

 

 

You may be liable to pay business taxes for conducting business in the City of 

Sample

, and it is 

important that we receive a response from you in a timely manner.  If you believe you are not liable to 

pay these taxes, we still require a reply fr

om you to remove you from future mailings.

 

 

In order to resolve your account, please respond 

within 15 days

 of this letter by completing one of 

the following items:

 

 

·

 

If you already 

have

 a valid Business Tax License or Permit, please provide the account 

num

ber on the application and return it 

within 

15 days

 of the date of this letter

 in the enclosed 

envelope, or fax a copy to (559) 275

-

0289. 

 

 

·

 

If you 

do not have

 a current City of 

Sample

 Business Tax License or Permit, please 

complete and return the enclosed 

application in the envelope provided 

within 

15 days

 of the 

date of this letter

.  An invoice detailing the taxes owed will be mailed to you upon receipt of 

your application information.

 

 

·

 

If you believe you are 

not subject

 to the City of 

Sample

 Business Tax,

 please provide a 

written statement describing your circumstances.  Upon review you will be cleared from our 

system or contacted for additional information.

 

 

Thank you for your cooperation.  If you need assistance completing the application, require 

inform

ation, or feel that this notice does not apply to you, please contact one of our Tax Specialists 

Monday through Friday between 8:00 a.m. and 5:00 p.m. Pacific Time at 800

-

987

-

0999. 

 

 

Please refer to your account reference number 

STK

«unique_key»

 

when calling.  Please mail your 

application directly to the 

City of 

Sample

, C/O Business License Processing Center, P.O Box 

27947, Fresno, CA  93729

-

7947 

within 

15

 days

 of the date of this letter

.   

Information obtained 

during this complianc

e review will be held in strict confidence.  

 

 

Sincerely,

 

 

Robert J. Greene, Operations Manager

 

 

 

«company»

 

«

ps_brk

»

 

«street»

 

«city»

, 

«state»

 

«zip»

-

«zip4»

 

SECOND NOTICE

 

 

MuniServices, LLC

 

P.O. Box 27947

 

Fresno, CA  93729

-

7947

 

800 987 0999

 

Fax: 559 275 0289
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800 987 0999

 

Fax: 559 

275 0289

 

 

 

 

 

 

«mergmailid»

 

 

 

 

|

«zip»

«zip»

«dpbc»

|

 

«company»

 

«street»

 

«city»

, 

«state»

 

«zip»

-

«zip4»

 

 

 

Reference #:SA

M

«unique_key»

 

 

 

Dear <<Business Name>>:

 

 

M

uniServices 

has made multiple attempts to contact you regarding 

the balance owed on your 

City of 

Sa

mple

 business license ac

count

.  

A

s of the writing of this letter, our records indicate that you have failed 

to 

pay the balance due on your account

. 

 

 

As a result, you are hereby notified that you are in 

Volition

 City of Sa

mple

 Municipal Code

 

(reference 

code number).  

 

 

If you ne

ed any assistance completing the registration form or require additional information, please 

contact one of M

uniServices

 tax specialists Monday through Friday between 8:00 a.m. and 5:00 p.m. 

pacific time at 800

-

987

-

0999. Please refer to your account refere

nce number 

SA

M

«UNIQUE_KEY»

 

when calling. 

 

 

This notice will serve as final demand for notice.  Failure to register or respond to this notice will 

result in a referral to the City Prosecutor

.

 

 

Information obtained through the audit

 will be held in strictest confidence for tax collection purposes.

 

  

 

Sincerely,

 

 

Joshua A. Davis

 

Director, Tax Compliance Division

 

Final Demand for Compliance

 

Attachment B

 

 

City of Sa

mple

 

3

2

1 Main

 Street

 

Sa

mple

, CA  9

8765
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REFERENCE #: 

S

AMPLE

«unique_key»

 

Dear 

«company»

:

 

 

MuniServices, LLC has been retained by the City of 

Sample

 to conduct a business tax compliance 

review.  The primary purpose of this evaluation is to iden

tify all businesses that may be operating in 

the City without a business tax license or permit.  

 

 

A letter to inform you of this requirement was mailed to you on

 <1

st

 Mail Date>

.  However, as of the 

writing of this letter, our records indicate that you ha

ve not complied with this notice.  

 

 

If you do not have a valid business tax 

license or permit

 you may be out of complian

ce with the City of 

Sample

 Municipal c

ode.

 

 

The City of 

Sample

 Municipal Code (Section 6

-

004) states that all business operating within

 the City 

of 

Sample

 must obtain a business tax license/permit and pay the appropriate business taxes and 

fees. The code applies to individuals, partnerships, corporations, self

-

employed independent 

contractors, rental property owners, and home based busine

sses.   

 

 

You may be liable to pay business taxes for conducting business in the City of 

Sample

, and it is 

important that we receive a response from you in a timely manner.  If you believe you are not liable to 

pay these taxes, we still require a reply fr

om you to remove you from future mailings.

 

 

In order to resolve your account, please respond 

within 15 days

 of this letter by completing one of 

the following items:

 

 

·

 

If you already 

have

 a valid Business Tax License or Permit, please provide the account 

num

ber on the application and return it 

within 

15 days

 of the date of this letter

 in the enclosed 

envelope, or fax a copy to (559) 275

-

0289. 

 

 

·

 

If you 

do not have

 a current City of 

Sample

 Business Tax License or Permit, please 

complete and return the enclosed 

application in the envelope provided 

within 

15 days

 of the 

date of this letter

.  An invoice detailing the taxes owed will be mailed to you upon receipt of 

your application information.

 

 

·

 

If you believe you are 

not subject

 to the City of 

Sample

 Business Tax,

 please provide a 

written statement describing your circumstances.  Upon review you will be cleared from our 

system or contacted for additional information.

 

 

Thank you for your cooperation.  If you need assistance completing the application, require 

inform

ation, or feel that this notice does not apply to you, please contact one of our Tax Specialists 

Monday through Friday between 8:00 a.m. and 5:00 p.m. Pacific Time at 800

-

987

-

0999. 

 

 

Please refer to your account reference number 

STK

«unique_key»

 

when calling.  Please mail your 

application directly to the 

City of 

Sample

, C/O Business License Processing Center, P.O Box 

27947, Fresno, CA  93729

-

7947 

within 

15

 days

 of the date of this letter

.   

Information obtained 

during this complianc

e review will be held in strict confidence.  

 

 

Sincerely,

 

 

Robert J. Greene, Operations Manager

 

 

 

«company»

 

«

ps_brk

»

 

«street»

 

«city»

, 

«state»

 

«zip»

-

«zip4»

 

SECOND NOTICE

 

 

MuniServices, LLC

 

P.O. Box 27947

 

Fresno, CA  93729

-

7947

 

800 987 0999

 

Fax: 559 275 0289
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REFERENCE #: 

S

AMPLE

K

«unique_key»

 

Dear 

«company»

:

 

 

MuniServices, LLC has been retained by the City of 

Sample

 to conduct a business tax compliance 

review.  The primary purpose of this evaluation is to ide

ntify all businesses that may be operating in 

the City without a business tax license or permit.  

 

 

A letter to inform you of this requirement was sent to you on 

«mail_date1»

 and 

«mail_date2»

. 

However, as of the

 date of this letter, you have failed to comply.  

 

 

The City of 

Sample

 Municipal Code (Section 6

-

004) states that all business operating within the City 

of 

Sample

 must obtain a business tax license/permit and pay the appropriate business taxes and 

fees. Th

e code applies to individuals, partnerships, corporations, self

-

employed independent 

contractors, rental property owners, and home based businesses.   

 

 

You may be liable to pay business taxes for conducting business in the City of 

Sample

, and it is 

import

ant that we receive a response from you in a timely manner.  If you believe you are not liable to 

pay these taxes, we still require a reply from you to remove you from future mailings.  

Failure to 

respond to this notice may result in further enforcement ac

tion, which may include an 

Assessment of the taxes that are due.

 

 

In order to resolve your account, please respond 

within 1

0

 days

 of this letter by completing one of 

the following items:

 

 

·

 

If you already 

have

 a valid Business Tax License or Permit, please 

provide the account 

number on the application and return it 

within 

1

0

 days

 of the date of this letter

 in the enclosed 

envelope, or fax a copy to (559) 275

-

0289. 

 

 

·

 

If you 

do not have

 a current City of 

Sample

 Business Tax License or Permit, please 

complete a

nd return the enclosed application in the envelope provided 

within 

1

0

 days

 of the 

date of this letter

.  An invoice detailing the taxes owed will be mailed to you upon receipt of 

your application information.

 

 

·

 

If you believe you are 

not subject

 to the City 

of 

Sample

 Business Tax, please provide a 

written statement describing your circumstances.  Upon review you will be cleared from our 

system or contacted for additional information.

 

 

Thank you for your cooperation.  If you need assistance completing the appl

ication, require 

information, or feel that this notice does not apply to you, please contact one of our Tax Specialists 

Monday through Friday between 8:00 a.m. and 5:00 p.m. Pacific Time at 800

-

987

-

0999. 

 

 

Please refer to your account reference number 

STK

«unique_key»

 

when calling.  Please mail your 

application directly to the 

City of 

Sample

, C/O Business License Processing Center, P.O Box 

27947, Fresno, CA  93729

-

7947 

within 

1

0

 days

 of the date of this letter

.   

Information obtaine

d 

during this compliance review will be held in strict confidence.  

 

 

Sincerely,

 

 

Robert J. Greene, Operations Manager

 

 

 

«company»

 

«

ps_brk

»

 

«street»

 

«city»

, 

«state»

 

«zip»

-

«zip4»

 

FINAL NOTICE

 

 

MuniServices, LLC

 

P.O. Box 27947

 

Fresno, CA  93729

-

7947

 

800 987 0999

 

Fax: 559 275 0289
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800 987 0999

 

Fax: 559 275 0289

 

 

 

 

 

 

 

 

<

MERG_MAILD

>

 

 

 

<NAME>

 

<MAILING ADDRESS>

 

<CITY>, <STATE> <ZIPCODE>

 

 

 

 

 

 

      

License #: 

<License #>

 

ASSESSMENT OF TAXES DUE

 

 

 

Dear [Business]

 

 

The City of Sa

mple

 has retained MuniServices, LLC 

to process business licenses

 for the 

City.   MuniServices also conducts research to determine which businesses are operating in 

the City of Sample

 without a current business license. 

 

 

City tax records indicate your business is in serious 

violation

 of the City’s municipal code by 

ope

rating a business without paying the required business license taxes.  Since multiple 

attempts to contact you over the past two (2) years have not been successful, the City is left 

with no recourse other than to estimate your tax liability.  

 

 

This notice 

shall service as a formal assessment of taxes due.  

You must remit $XXXX

, 

along with a copy of this notice, within 15 days of the date of the assessment.  Please be 

advised that law requires payment of business taxes, and the City is obligated to enforce 

t

hese laws and effect collection of these taxes.

 

 

If you feel the tax due is inaccurate, you have 15 days from the date of this notice to request, 

in writing, a hearing to review the assessment.  A hearing will be scheduled where you may 

present evidence t

hat the tax collector may use in determining the assessment.  If you fail to 

respond within the 15 days, the City will deem the assessment valid and take additional 

actions necessary to ensure compliance.

 

 

If you any questions regarding the tax due, or the

 assessment process, please contact a 

MuniServices license specialist 

Monday through Friday between 9:00 a.m. and 4:00 p.m. 

Pacific Standard Time

 at 800

-

987

-

0999.  You may also reach us by e

-

mail at 

BusinessTax@Muniservices.com or by fax at 559

-

275

-

0289. P

lease refer to your account 

number 

«UNIQUE_KEY»

 

when calling.    

 

 

Please be assured that information obtained through the assessment process will be held in 

strictest confidence and will be used for licensing purposes only. We ap

preciate your 

cooperation. 

 

 

Sincerely,

 

 

 

 

 

 

Robert J. Greene

 

Operations Manager

 

Attachment A

 

City of Sa

mple

 

3

2

1 Main

 Street

 

Sa

mple

, CA  9

8765
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MuniServices, LLC

 

P.O. Box 27947

 

Fresno, CA  93729

-

7947

 

800 987 0999

 

Fax: 559 275 0289

 

 

 

 

«mergmailid»

 

 

 

 

 

 

 

 

      

 

REFERENCE #: 

S

AMPLE

K

«unique_key»

 

Dear 

«company»

:

 

 

MuniServices, LLC has been retained by the City of 

Sample

 to conduct a business tax compliance 

review.  The primary purpose of this evaluation is t

o identify all businesses that may be operating in 

the City without a business tax 

license or permit

.  

 

 

You have received this notice because our records indicate that you may be conducting business in 

the City of 

Sample

 and you are not currently register

ed with the City.   If you do not have a valid 

business tax registration certificate you may be out of compliance

.

 

 

The City of 

Sample

 Municipal Code (Section

 6

-

004

) 

states

 that 

all

 business operating within the City 

of 

Sample

 

must obtain a business tax 

li

cense

/

permit 

and pay the appropriate business taxes and 

fees. The code applies to individuals, partnerships, corporations, self

-

employed independent 

contractors, rental property owners, and home based businesses.   

 

 

You may be liable to pay business taxe

s for conducting business in the City of 

Sample

, and it is 

important that we receive a response from you in a timely manner.  If you believe you are not liable to 

pay these taxes, we still require a reply from you to remove you from future mailings.

 

 

In or

der to resolve your account, please assist us by completing one of the following items:

 

 

·

 

If you already 

have

 a valid Business Tax 

License or Permit

, please provide the account 

number on the application and return it 

within 

30 days

 of the date of this lette

r

 in the enclosed 

envelope, or fax a copy to (559) 275

-

0289. 

 

 

·

 

If you 

do not have

 a current City of 

Sample

 

B

usiness 

T

ax 

License or Permit

, please 

complete and return the enclosed application in the envelope provided 

within 

30 days

 of the 

date of this lette

r

.  An invoice detailing the taxes owed will be mailed to you upon receipt of 

your application information.

 

 

·

 

If you believe you are 

not subject

 to the City of 

Sample

 

B

usiness 

T

ax, please provide a 

written statement describing your circumstances.  Upon revi

ew you will be cleared from our 

system or contacted for additional information.

 

 

Thank you for your cooperation.  If you need assistance completing the application, require 

information, or feel that this notice does not apply to you, please contact one of 

our Tax Specialists 

Monday through Friday between 8:00 a.m. and 5:00 p.m. Pacific Time at 800

-

987

-

0999. 

 

 

Please refer to your account reference number 

STK

«unique_key»

 

when calling.  Please mail your 

application directly to the 

Ci

ty of 

Sample

, C/O Business License Processing Center, 

P.O Box 

27947

, 

Fresno

, CA 

 

93729

-

7947

 

within 

30 days

 of the date of this letter

.   

Information obtained 

during this compliance review will be held in strict confidence.  

 

 

Sincerely,

 

 

Robert J. Greene,

 Operations Manager

 

 

«company»

 

«

ps_brk

»

 

«street»

 

«city»

, 

«state»

 

«zip»

-

«zip4»
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		«company» «ps_brk»



		«street»



		«city», «state» «zip»-«zip4»





REFERENCE #: SAMPLEK«unique_key»

Dear «company»:


MuniServices, LLC has been retained by the City of Sample to conduct a business tax compliance review.  The primary purpose of this evaluation is to identify all businesses that may be operating in the City without a business tax license or permit.  


You have received this notice because our records indicate that you may be conducting business in the City of Sample and you are not currently registered with the City.   If you do not have a valid business tax registration certificate you may be out of compliance.

The City of Sample Municipal Code (Section 6-004) states that all business operating within the City of Sample must obtain a business tax license/permit and pay the appropriate business taxes and fees. The code applies to individuals, partnerships, corporations, self-employed independent contractors, rental property owners, and home based businesses.   


You may be liable to pay business taxes for conducting business in the City of Sample, and it is important that we receive a response from you in a timely manner.  If you believe you are not liable to pay these taxes, we still require a reply from you to remove you from future mailings.


In order to resolve your account, please assist us by completing one of the following items:


· If you already have a valid Business Tax License or Permit, please provide the account number on the application and return it within 30 days of the date of this letter in the enclosed envelope, or fax a copy to (559) 275-0289. 


· If you do not have a current City of Sample Business Tax License or Permit, please complete and return the enclosed application in the envelope provided within 30 days of the date of this letter.  An invoice detailing the taxes owed will be mailed to you upon receipt of your application information.


· If you believe you are not subject to the City of Sample Business Tax, please provide a written statement describing your circumstances.  Upon review you will be cleared from our system or contacted for additional information.

Thank you for your cooperation.  If you need assistance completing the application, require information, or feel that this notice does not apply to you, please contact one of our Tax Specialists Monday through Friday between 8:00 a.m. and 5:00 p.m. Pacific Time at 800-987-0999. 


Please refer to your account reference number STK«unique_key» when calling.  Please mail your application directly to the City of Sample, C/O Business License Processing Center, P.O Box 27947, Fresno, CA  93729-7947 within 30 days of the date of this letter.   Information obtained during this compliance review will be held in strict confidence.  


Sincerely,
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Robert J. Greene, Operations Manager
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<MERG_MAILD>


<NAME>


<MAILING ADDRESS>


<CITY>, <STATE> <ZIPCODE>






      License #: <License #>


ASSESSMENT OF TAXES DUE


Dear [Business]


The City of Sample has retained MuniServices, LLC to process business licenses for the City.   MuniServices also conducts research to determine which businesses are operating in the City of Sample without a current business license. 


City tax records indicate your business is in serious violation of the City’s municipal code by operating a business without paying the required business license taxes.  Since multiple attempts to contact you over the past two (2) years have not been successful, the City is left with no recourse other than to estimate your tax liability.  


This notice shall service as a formal assessment of taxes due.  You must remit $XXXX, along with a copy of this notice, within 15 days of the date of the assessment.  Please be advised that law requires payment of business taxes, and the City is obligated to enforce these laws and effect collection of these taxes.




If you feel the tax due is inaccurate, you have 15 days from the date of this notice to request, in writing, a hearing to review the assessment.  A hearing will be scheduled where you may present evidence that the tax collector may use in determining the assessment.  If you fail to respond within the 15 days, the City will deem the assessment valid and take additional actions necessary to ensure compliance.


If you any questions regarding the tax due, or the assessment process, please contact a MuniServices license specialist Monday through Friday between 9:00 a.m. and 4:00 p.m. Pacific Standard Time at 800-987-0999.  You may also reach us by e-mail at BusinessTax@Muniservices.com or by fax at 559-275-0289. Please refer to your account number «UNIQUE_KEY» when calling.    


Please be assured that information obtained through the assessment process will be held in strictest confidence and will be used for licensing purposes only. We appreciate your cooperation. 


Sincerely,




Robert J. Greene


Operations Manager


 �







800 987 0999



Fax: 559 275 0289 
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City of Sample



321 Main Street



Sample, CA  98765
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«mergmailid»



		|«zip»

 MERGEFIELD zip «zip»

 MERGEFIELD dpbc «dpbc»|



		«company»



		«street»



		«city», «state» «zip»-«zip4»





		Reference #:SAM«unique_key» 





Dear <<Business Name>>:


MuniServices has made multiple attempts to contact you regarding the balance owed on your City of Sample business license account.  As of the writing of this letter, our records indicate that you have failed to pay the balance due on your account. 


As a result, you are hereby notified that you are in Volition City of Sample Municipal Code (reference code number).  

If you need any assistance completing the registration form or require additional information, please contact one of MuniServices tax specialists Monday through Friday between 8:00 a.m. and 5:00 p.m. pacific time at 800-987-0999. Please refer to your account reference number SAM«UNIQUE_KEY» when calling. 


This notice will serve as final demand for notice.  Failure to register or respond to this notice will result in a referral to the City Prosecutor.


Information obtained through the audit will be held in strictest confidence for tax collection purposes.


Sincerely,
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Joshua A. Davis


Director, Tax Compliance Division


Final Demand for Compliance
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Fax: 559 275 0289 
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«mergmailid»

		



		«company» «ps_brk»



		«street»



		«city», «state» «zip»-«zip4»







  


REFERENCE #: SAMPLEK«unique_key»

Dear «company»:


MuniServices, LLC has been retained by the City of Sample to conduct a business tax compliance review.  The primary purpose of this evaluation is to identify all businesses that may be operating in the City without a business tax license or permit.  


A letter to inform you of this requirement was sent to you on «mail_date1» and «mail_date2». However, as of the date of this letter, you have failed to comply.  


The City of Sample Municipal Code (Section 6-004) states that all business operating within the City of Sample must obtain a business tax license/permit and pay the appropriate business taxes and fees. The code applies to individuals, partnerships, corporations, self-employed independent contractors, rental property owners, and home based businesses.   


You may be liable to pay business taxes for conducting business in the City of Sample, and it is important that we receive a response from you in a timely manner.  If you believe you are not liable to pay these taxes, we still require a reply from you to remove you from future mailings.  Failure to respond to this notice may result in further enforcement action, which may include an Assessment of the taxes that are due.




In order to resolve your account, please respond within 10 days of this letter by completing one of the following items:


· If you already have a valid Business Tax License or Permit, please provide the account number on the application and return it within 10 days of the date of this letter in the enclosed envelope, or fax a copy to (559) 275-0289. 


· If you do not have a current City of Sample Business Tax License or Permit, please complete and return the enclosed application in the envelope provided within 10 days of the date of this letter.  An invoice detailing the taxes owed will be mailed to you upon receipt of your application information.


· If you believe you are not subject to the City of Sample Business Tax, please provide a written statement describing your circumstances.  Upon review you will be cleared from our system or contacted for additional information.

Thank you for your cooperation.  If you need assistance completing the application, require information, or feel that this notice does not apply to you, please contact one of our Tax Specialists Monday through Friday between 8:00 a.m. and 5:00 p.m. Pacific Time at 800-987-0999. 


Please refer to your account reference number STK«unique_key» when calling.  Please mail your application directly to the City of Sample, C/O Business License Processing Center, P.O Box 27947, Fresno, CA  93729-7947 within 10 days of the date of this letter.   Information obtained during this compliance review will be held in strict confidence.  


Sincerely,
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Robert J. Greene, Operations Manager


FINAL NOTICE











MuniServices, LLC



P.O. Box 27947



Fresno, CA  93729-7947



800 987 0999



Fax: 559 275 0289
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«mergmailid»

		



		«company» «ps_brk»



		«street»



		«city», «state» «zip»-«zip4»







  


REFERENCE #: SAMPLE«unique_key»

Dear «company»:


MuniServices, LLC has been retained by the City of Sample to conduct a business tax compliance review.  The primary purpose of this evaluation is to identify all businesses that may be operating in the City without a business tax license or permit.  


A letter to inform you of this requirement was mailed to you on <1st Mail Date>.  However, as of the writing of this letter, our records indicate that you have not complied with this notice.  


If you do not have a valid business tax license or permit you may be out of compliance with the City of Sample Municipal code.


The City of Sample Municipal Code (Section 6-004) states that all business operating within the City of Sample must obtain a business tax license/permit and pay the appropriate business taxes and fees. The code applies to individuals, partnerships, corporations, self-employed independent contractors, rental property owners, and home based businesses.   




You may be liable to pay business taxes for conducting business in the City of Sample, and it is important that we receive a response from you in a timely manner.  If you believe you are not liable to pay these taxes, we still require a reply from you to remove you from future mailings.


In order to resolve your account, please respond within 15 days of this letter by completing one of the following items:


· If you already have a valid Business Tax License or Permit, please provide the account number on the application and return it within 15 days of the date of this letter in the enclosed envelope, or fax a copy to (559) 275-0289. 


· If you do not have a current City of Sample Business Tax License or Permit, please complete and return the enclosed application in the envelope provided within 15 days of the date of this letter.  An invoice detailing the taxes owed will be mailed to you upon receipt of your application information.


· If you believe you are not subject to the City of Sample Business Tax, please provide a written statement describing your circumstances.  Upon review you will be cleared from our system or contacted for additional information.

Thank you for your cooperation.  If you need assistance completing the application, require information, or feel that this notice does not apply to you, please contact one of our Tax Specialists Monday through Friday between 8:00 a.m. and 5:00 p.m. Pacific Time at 800-987-0999. 


Please refer to your account reference number STK«unique_key» when calling.  Please mail your application directly to the City of Sample, C/O Business License Processing Center, P.O Box 27947, Fresno, CA  93729-7947 within 15 days of the date of this letter.   Information obtained during this compliance review will be held in strict confidence.  


Sincerely,
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Robert J. Greene, Operations Manager


SECOND NOTICE











MuniServices, LLC



P.O. Box 27947



Fresno, CA  93729-7947



800 987 0999



Fax: 559 275 0289
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