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User Guide:  Sales Tax 


Purpose:

To define the process and requirement for collecting tax on contract.

Responsibilities:


Sales Management has the responsibility and authority to maintain and carry out the Tax procedure.

Sales and Accounting have the responsibility to carry out the Tax procedure.
Associated Documents:

ISO 9001, Quality System Manual and Quality Assurance Manual
Procedure:


Sales tax is verified on a per order basis.  Upon performing Contract Review (SM1005 Contract Review) for domestic orders, Sales asks the customer if the contract is taxable. Tax collection is based on the Shipping Address for those states PCB directly collects Sales Tax from (ref. Accounting Sales Tax Procedure).  For states that PCB does not collect tax, Sales does not charge tax. If the contract is taxable as per the customer, Sales does the following:

· Inform customer that we do not pay tax to their particular state.

· Inform customer that they must pay tax direct to their state.

*  Upon running of the order checker, “Please pay sales tax directly to your state”, will automatically be added to any domestic order and print on the invoice. 


When the customer indicates the contract is non-taxable, Sales references the Customer Maintenance screen for the applicable “Ship To” address.  Sales checks the “Codes” tab in the “ship to” to confirm that the customer is tax exempt. If yes, Sales enters the order as non-taxable. 


Anything other than NT (non-taxable) or the state abbreviation plus TE (Tax Exempt) in the BSD, means there is no tax-exempt form on file. Sales requests the customer to forward their Tax Exempt Certificate to Accounting.  The contract is entered into the BSD charging tax.  When the Tax-Exempt Certificate is received, Accounting enters the tax exempt number into the BSD.  Upon doing so, an auto email is sent to Sales notifying them that a certificate is now on file for that customer. This may result is Sales having to change the tax status on the order to non-taxable (if the contract is still open) or issue a Credit Memo (SM1010 Credit Memo – if the contract has been shipped). The Tax Exempt Certificate is then filed in Accounting. (ref.  Accounting Sales Tax Procedure.).


When a customer indicates, during Contract Review, that the contract is taxable and their payment is received without tax added and a Tax Exempt Certificate is included, Accounting updates the BSD with the tax exempt number.  Upon updating, an auto e-mail will be sent to Sales indicating all open orders for that customer. Sales will need to review each order and make adjustments if necessary. For orders where goods have already shipped, credits will be issued when requested by the customer. (SM1010 Credit Memo)  Accounting continues to collect tax if no Tax Exempt Certificate had been provided.


If a customer’s acknowledgement is received with differing tax status, Sales contacts the customer to verify discrepancy and follows the above process (reference SM1015 Amending Contract) to rectify.   

Referenced Documents:

Accounting Sales Tax Procedure, SM010, Tax Exempt Certificate, OV

Unusual Conditions:

If tax is applied in error to a nontaxable contract, Sales generates a Credit Memo and a Quality Concern.
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