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Registration
• Registration/license application
• Business contact info
• Record of active businesses

Return Filing & 
Delinquent 
Accounts

• Standard / simple return form
• Filing frequency / due dates
• Return processing
• Delinquency follow-up

Exemption 
Certificates

• Code requirements
• Common certificates
• Issuance process

A L A S K A  M U N I C I P A L  S A L E S  T A X  B E S T  P R A C T I C E S

Records Retention
• Alaska requirements
• Municipal requirements



Business 
Registration



Goals of Business Licensing
• Explicit approval to conduct business in the community

• Government can fine or revoke business license for delinquency or unsafe conditions

• Help ensure businesses are safe for public
• Additional licensing requirements for occupations that affect the health and safety of residents

• Help track businesses and economic activity

• Provides data about business activity
• Allows for more nuanced analysis of business activity and revenue streams

Business Registration / Licensing
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S A L E S  T A X  R E G I S T R A T I O N



General Guidance

• The State of Alaska (SOA) requires a license for all businesses that are physically located in Alaska
• This license may be for either one or two years

• Many cities or boroughs require a SOA license before issuing a local business license
• Business provides a physical copy for their local file

• Depending on the business type and activity, additional permitting or approval may be required; i.e.:
• Planning Department to review zoning codes for business location

• State requirements for additional licensing for health or safety related fields

• Fire Department review of building for safety issues

Business Registration / Licensing
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General Guidance

• Many communities require businesses to display license on property

• Many communities offer temporary or event-specific licenses
• This may be the same application as a regular business license or its own form

• A business is presumed to be making sales until they provide written documentation to the tax 

authority of:
• Termination of business

• Selling of business to another entity – must provide new buyer information

Business Registration / Licensing
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Most communities require businesses to either register or obtain a business license with the 
community prior to conducting business. 

Here are some ways that a community can research and track new businesses:

• State of Alaska Business Licensing
• Review new licenses for your community on a periodic basis and outreach to business owner

• Can download lists of business licenses, and search by physical address / mailing address

• Social Media
• Common that new businesses will advertise on community social media pages, or pay for social media advertising 

• Word of Mouth / Seeing Business Vehicles in Community
• This works best for smaller communities, simply knowing who is doing what in the community.

Business Registration / Licensing
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What the difference between registration and licensing?

Business Registration / Licensing
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Registration Only

• One time event

• Does not expire

• No fee collected

License Required1

• Can be one time event or annual renewal

• Annual licenses expire (usually) at end of calendar year

• Fee collected

1) License renewal must be initiated before the expiration date, preferably one to two months prior



• Business name and DBA (Doing Business As)

• Responsible party name and title

• Physical and mailing address and contact 

information (including email)

• EIN (employer identification number) or SSN (for 

sole proprietor)

• Business entity type (LLC, partnership, corporation)

• Line of business (many use NAICS code1) 

• SOA business license number and expiration date

• Business start date for the community

• Business description

• Home occupancy business

• Seasonal or special event business

Registration / Licensing Form
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1) NAICS: North America Industry Classification System

Recommended Fields



S A L E S  T A X  R E G I S T R A T I O N



Internal Processes
• How to manage and track new business registrations and license applications?

• Is there an online platform businesses use? Can they use a paper form? 

• New Business Packet?

• How to follow up with businesses that have not registered or renewed their licenses?
• What is detailed in local municipal code?

• Send letters, with escalating language 
• Set firm dates for escalating delinquency process

• “Public shaming” by posting delinquent lists in local media

• Legal “Cease and Desist” letter, if code allows

• Law enforcement action at place of business, if code allows

• How to follow up with businesses that do not provide a valid SOA license? 

Registration / Licensing Form
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Sales Tax Return 
Filing Process



General Guidance

• Sales tax rate is set by council or assembly and is listed in the municipal code
• Authorized exemptions are also listed in the code

• Sales tax is assessed on the sales price or the product or service

• Sales tax is paid by the buyer and collected by the seller at the time of the purchase or date 

service is rendered

• Seller is to hold those taxes in trust for the taxing authority 

• Seller remits those taxes in full on a regular tax filing frequency (month following close of filing 

period) by reporting:
• Gross sales

• Exempted sales

• Net taxable

Sales Tax Filing
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Retail Sales Tax and Other Sales Taxes

• Communities may add additional sales tax on short-term accommodations, often called a “bed tax”

• Communities may add additional sales tax on alcohol, or marijuana sales, often called “sin taxes”

• Communities may add additional sales tax on motor vehicle rentals

Sales Tax Filing
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One Form or Two?

• Some communities have a single form with multiple sections for additional sales tax

• Other communities have a retail sales tax form and a separate surtax form 

Other taxes such as fish tax, gaming tax, motor fuel tax, mineral tax, and tobacco tax are not reported via sales tax filings



Returns, Payment

• Paper forms versus electronic filing
• Depending on the sales tax program, businesses may be able to file online which will reduce data entry error and 

require payment at time of filing

• Paper returns can be mailed in or dropped off in person

• These must be hand-keyed into the system

• Payment
• Depending on the sales tax program, payments can be cash, physical check, e-check, ACH credit, or credit card

• Paper returns can be sent in without the money or with a different amount than what is owed

• Internal processes will determine if the return can be accepted without full payment

• Depending on delinquency, business can be on a payment plan with regular payments to cover back taxes – often 

they are required to keep sales tax remittance current going forward 

Sales Tax Filing
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Frequency, Reminders

• Filing Frequency
• Monthly, Quarterly or Annual

• Does the municipal code allow for variance for filing frequency?

• Consider allowing less frequent filing for those sellers that are not regularly in business

• Forcing monthly filing on everyone can easily lead to delinquencies

• Change businesses to monthly if a business has been delinquent (review municipal code guidelines)

• Filing Reminders
• It can be beneficial to mail a filing reminder or return forms to businesses as a prompt for them to file

Sales Tax Filing
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• Business name and address

• Business account number with community

• Filing period (month, quarter, year)

• Gross sales

• Exempted sales

• Net taxable sales 

• Timely filing discount

• Penalty

• Interest

• Total due

• Signature and title of preparer

• Date completed

Sales Tax Form
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Recommended Fields







Amended Returns

• Business makes corrections to a previously filed return; due to:
• Returned goods

• Accounting errors

• Audit findings

• Depending on municipal code and internal processes, late filing fees are generally waived but 

penalty and/or interest (P&I) may be applied

Sales Tax Filing
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Delinquent 
Sales Tax Filers



What Does the Municipal Code Say About Delinquent Sales Tax Filers?

• Check your city or borough code for guidelines regarding delinquent filers

• Is filing the return without payment considered an incomplete return?

• Know your late filing fee, penalty and interest rates
• Is the late fee flat or does it escalate? 

• Does the penalty escalate? 

• Is interest per month or per annum? 

• Can late fees be waived?

• Does your municipal code allow for waiving of late filing fees, penalty, or interest?

Delinquent Filers
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What Does the Municipal Code Say About Delinquent Sales Tax Filers?

• What day of the month are returns due by? 
• Communities often use last day of the month, or the following business day if the last day falls on a weekend or holiday

• Are “post-marked by due date” envelopes that arrive after the due date considered timely?

• Do businesses that have $0 gross sales to report need to file a return? 

• Do businesses that file $0 gross sales late have to pay a late filing fee?

• If a business has multiple delinquent filings, what does the code say about how to apply a payment? 

Incurred costs or P&I first, or oldest balances first?

Delinquent Filers
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• Actions to Take with Delinquent Filers

• Letters with escalating language 
• Check the municipal code regarding requirements for certified mail, appeal periods

• Switching to monthly filing frequency

• “Public shaming” by posting delinquent lists in local media

• Notice of estimation of taxes
• Use previously filed returns or comparable businesses

• Provide a hearing to determine sales tax liability

Delinquent Filers
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Actions to Take with Delinquent Filers

• Legal “Cease and Desist” letter, if code allows

• File criminal complaint with law enforcement, if code allows
• Law enforcement may go to place of business and physically shut down business

• Civil action based on estimated tax assessment

• Send to collections agency
• Depending on the outstanding balance, it may be beneficial to use a collection agency for smaller balances and 

municipal legal action for larger balances

Delinquent Filers
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Sales tax, penalty, interest constitute a lien in favor of the municipality 
upon all property of the business/person owing the tax



Exemption 
Certificates



General Guidance

• Every purchase is taxable unless specifically exempted in the municipal code

• Entity-based exemptions must provide proof they are tax exempt
• Such as a tax exemption certificate

• The buyer must present exemption documentation at the time of purchase to receive the benefit
• Sellers must maintain exemption documentation for the duration of local record retention policy and provide it upon request 

for audit or verification purposes

• Seller to track: number of the exemption card, date of purchase, name of buyer, organization making purchase, total amount 

of purchase, amount of sales tax exempted

Exemption Certificates
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What is an Exemption Certificate?

• Based on the municipal code list of exemptions, certain entities may be entitled to tax exempt purchases

• The taxing authority issues entity-based certificates (if their internal processes allow)
• It is preferable for sellers and auditors that the tax authority issues a certificate for all exempted entities

• Exemption certificates should be numbered

• Exemption certificates can be time-limited, expiring at the end of the calendar year
• Annual reapplication prevents fraudulent tax exemption activity

• Annual Reapplication helps with licensing and filing compliance

Exemption Certificates

28

S A L E S  T A X  E X E M P T I O N  C E R T I F I C A T E S



Who can get an Exemption Certificate?

• Business that resells a good or service

• Government

• Non-Profit 

• Seniors

• Construction 

Exemption Certificates
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Resale Sales Tax Exemption Certificate

• Only valid for product or services that a business will resell 
• They can incorporate the goods into a new product or just sell as is

• Does not apply to general business costs (food product but not plates)

• Business must apply for exemption certificate and state the types of product or services they are 

purchasing

• Exemption certificates should be numbered and list both the issued and expiration dates

Exemption Certificates – Resale 
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Government Exemption Certificate

• By state and federal law, government entities do not pay tax

• Many communities do not issue exemption certificates for government entities

• Sellers must rely on their own judgment to determine if they are selling to an official government 

entity
• Sellers can use proof such as correspondence on municipal letterhead, credit card with department name, etc. 

• Fairly easy to determine except for schools, which can be private non-profits

• Recommend that communities establish process to issue government exemption cards for all 

local entities without expiration dates
• City/borough/state/federal departments, school districts, fire/EMS departments, etc.

Exemption Certificates – Government 
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Non-Profit Exemption Certificate

• Check the municipal code to see if there are restrictions such as only for 501(c)3 or 501(c)4

• Entity should provide IRS tax exemption documentation

• Purchases may be limited to products or services that directly tie to non-profit’s mission or can 

be for any purchases 

• Recommend that communities establish process to issue non-profit exemption cards for all local 

entities with or without expiration dates

Exemption Certificates – Non-Profits
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Senior Citizen Exemption Certificate

• Many communities allow senior citizens to be exempt from sales tax

• Seniors will be defined in municipal code and can range from ages 55-65

• Some communities exempt all purchases by seniors, other communities have restrictions on what 

is exempt:
• Only utilities, property/rent, and food

• No liquor, marijuana or tobacco sales

• No items purchased for business use

• Exemption is restricted to the applicant and their spouse/qualified domestic partner; other family 

members may not use the exemption card

Exemption Certificates - Seniors
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Construction Exemption Certificate

• May require a building permit to apply for exemption card

• May be limited to owner-occupied dwellings

• Often time-limited, such a one or two years from application date

• Limited to building materials and services that are used in the construction 
• Nails but not the hammer

• Lumber but not the saw

• Plumbing instantiation but not crew lunches

• Equipment rental

Exemption Certificates – Construction 
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Records Retention



What Does the Municipal Code Say About Record Retention?

• This is usually detailed in the City/Borough Clerk’s list of responsibilities per the State of 

Alaska/Department of Revenue Records Retention Schedule (updated 2017)
• https://archives.alaska.gov/documents/rims/schedules/revenue/04-99-1.pdf 

• Business Licenses: 3 years

• Sales Tax: 3 years

• Commercial Passenger Vehicle Excise Tax Returns: 3 years

Record Keeping
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• Paper filings in file cabinets
• Think about square footage

• How often are you going through the records? 

• What documents are “keepers”?
• Registration forms

• Formal delinquent notices

• Legal action and responses

• Scanned paper filings
• Time, energy consuming, specific equipment

• May offer more flexibility with saving more files 

depending on storage capacity

• Be careful not to “save everything” in a business file

• Think about file naming structure – be consistent! 

Record Keeping
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• Electronic sales tax program
• Usually tied into municipal accounting system

• Sales tax associate may enter data for paper filers

• Supports paper and electronic filings

• Can run reports based on licensing, tax filing numbers

• Digital filing system
• Financial investment

• When did you convert to digital system?

• Are previous records able to be incorporated into digital system?

• How to reconcile paper and digital systems?

• Can run reports based on licensing, tax filing

How are you Storing Your Records?



THANK YOU 

Strengthening Local Governments
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