Applying for a TPT License

All short-term rentals are REQUIRED by the State of Arizona to register for a TPT License. The following steps will

assist you in registering your home(s). Some steps may be different based on the city your home is located. Please
reach out with ANY questions as you are registering.

STEP ONE

Please visit the Arizona Department of Revenue website for further detail and to begin your registration:
https://azdor.gov/transaction-privilege-tax/tpt-license/applying-tpt-license

Click the “Go to AZTaxes.gov” button as shown below:

Go to AZTaxes.gov and register online. >>>

This option enables businesses to register, file and pay TPT online (except for construction contractors).

You're required to create an AZTaxes User Account. If you already have an account, please login to your current
account and skip to “Step Two”.

AZTaxes User Account Registration

Create a User Profile for your AZTaxes Account.

Fiolds marked with an asterisk are requirod.

User Information

First Name * Middie inial Last Name *
Phone Number * Extension
Emas Confirm Your omail *

Yous o wil become your AZTaxss ussmame.

* Laccept the tarms and conditions specified in the Tarms of Use polcy

Provide your information in the required field and click “Register”

Once complete, you will see the following “AZTaxes Account Registration Confirmation”:

AZTaxes Account Registration Confirmation

Thank you for creating an AZTaxes account.

In order to complete your registration, you will need to do the following:
1. Log Into AZTaxes.gov Using your usemame and the temporary Password.

2. Change your password, answer security questions and set up a Self-Select Personal Identification Number (PIN),

nsaction Privilege or Withholding tax account to your AZTaxes account OR apply for  Transaction

You will receive an email with your temporary login information. Login with your temporary login at:
https://www.aztaxes.gov/Home/Page

State of Arizona Department of Revenue

“au@w #Home  Qlicense Verification & Individual = @Help - @ AZ Links ~ @ y

Welcome to AZTaxes

Enter your temporary login credentials provided in your email and click “Login”

tate of Arizona Department of Kevenue

' Taxes,, e QUcense Verification & Individual = @Help - © AZ Links

Business User Login


https://azdor.gov/transaction-privilege-tax/tpt-license/applying-tpt-license
https://www.aztaxes.gov/Home/Page

Once logged in, you will be prompted to change your password:

Password Change

Please enter a new password below and confirm it. Passwords expire every 90 days.
Passwords are case sensitive and must contain at least one number, one letter and one special character from the 8 permitted special characters I@#$%"&"

Password length must be a minimum of 8 characters up to a maximum of 16. Previously used passwords are not permitted.

New Password *

Confirm Password *

Now that you have successfully changed your password, click the Login button. It will take you back to the login
page — you will now login with your newly changed password.

Password Change Successful

Your password has been changed successfully.

Please click the Login button below to log back in.

Login

Once logged in, it will require you to select 4 Security Questions and fill out answers. Once complete, click “Submit
Answers”.

Security Questions

umbors.

* Once subitted. answors cannot be changed.
o E-Signature PN

Security Question 1
i what city or fown G063 your nearest sibling Fve? v

Answor 1

Security Question 2

Next, you will Create a 6 to 10 digit E-Signature PIN.

Create E-Signature PIN

Please enter an E-Signature Personal Identification Number (PIN)

The PIN is your electronic signature and is required to electronically sign your application
and/or retumn.

* The PIN must be a minimum of 6 digits up to a maximum of 10 digits.

* Remember your PIN and keep it in a safe place.

* You can reset your PIN later by using your security questions.

E-Signature PIN * Re-enter E-Signature PIN *

() * 1 accept the terms and conditions specified in the Terms of Use policy.

Save E-Signature PIN

Once you’ve created your 6 digit pin, you will receive a confirmation. Click continue:

E-Signature PIN Confirmation

You have successfully created your E-Signature PIN. This PIN will be used anytime you file a return, submit an application or update your account.

Once your security questions and PIN have been setup —you will be directed to the homepage.



STEP TWO
Now you’re ready to Apply for your TPT License.

Select the “Apply Now” button next to “Transaction Privilege/use tax license with or without registration for
Withholding/Unemployment”.

State of Arizona Department of Revenue

o rrent us n m. Q License Verificati Individu: L
® ﬁ@m Current user: scott@goodnightstay # Ho License Verification ndividual Help * Logout
Businesses AZTaxes Online Services for Businesses

Business Registration »
Primary AZTaxes User Access Request
Reset Pin
Do I Need a License?

Need more information on Remote and Marketplace Facilitated sales? Visit here.

Registration Guide

Application for...

( Transaction Privilege/Use tax license with or without for
Withholding/Unemployment
Remote Seller/Out-of-State Marketplace Facilitator Transaction Privilege tax license
Existing Business
Associate your Transaction Privilege/Use, Withholding or Corporate tax account to your AZTaxes m
account
Changelme Primary User Account for your Transaction Privilege/Use, Withholding or Corporate tax Business Account Update
account

(Note: This is a manual process. Please fill out the Business Account Update Form, request an
authorized user to sign and send to the address listed on the form.)

Delegate AZTaxes User Access Request

Request Delegate User access to a Transaction Privilege/Use, Withholding or Corporate tax account [r—

You will click “Continue” on the next page:

Welcome to the Arizona Joint Tax Application

Attention!
If you are a marijuana retailer for medical or adult use, you will not be able to complete your application online. You must submit a paper form.

If you are a contractor, you will not be able to complete your application online. You must submit a paper JT-1. Prior to the issuance of a transaction privilege tax license, new or out-of-state contractors
may be required to post a taxpayer bond for contractors unless the contractor qualifies for an exemption from the bonding requi This includes ing mai repair, or
alteration (MRRA) work as well as subcontractors. Please refer to the publication, Taxpayer Bonds, available online at www.azdor.gov or in person at an Arizona Department of Revenue office.

For questions, please call 602-255-3381.

If you are not a marijuana retailer, lion contractor, or ive builder click continue below.

Once you review the “Information Needed to Get Started” - select “Continue” when you have all information
readily available.

Welcome to the Arizona Joint Tax Application

The Joint Tax Application is used to apply for a license for Transaction Privilege and Use Tax, and to apply for for Arizona Tax and Insurance.
The application is called "Joint" because it is used by both the Departments of Revenue and Economic Security.

Information Needed to Get Started

When you are applying for a Transaction Privilege/Use Tax license or ing for i specific i ion will be required in the application process. The following is a
checklist of general information that you may need before you begin:

Federal Employer Identification Number (FEIN)

The type of Business Organization (Corporation, Sub Chapter S Corporation, Limited Liability Company, Limited Liability Partnership, Sole Proprietor, etc)
« Legal Business Name of your business

For Corporations and Sub Chapter S Ct i State and date it

+ Address where you would like to receive mail

« Doing Business As Name(s), location address and the Arizona county for each business associated with this account

North American Industry Classification System (NAICS) code

Business code(s) that describe your taxable business activities

Name, address, phone number and social security numbers of owner(s), partner(s), corporate officer(s), member(s) or manager(s)
Name, address, and phone number of the person(s) who maintains the books and records

If you purchased your company, the name, address, phone number and FEIN of the previous business

Please note: All fees must be paid before the application will process.




Beginning with Taxpayer information — you will move through each tab providing information. We will assist with
suggestions on some details to enter:

Taxpayer®  OwnerList  TPTInformation  WTH Address Information Location List Fee Summary

* Indicatos Roquired Field
Taxpayer Information

‘Type Of Organization/Ownership *

ol O Social y Tax ID (Numbers Only) * fecstactora new

Select Type of Business v

Legal Business Name * Business Description * Date Business Started in Arizona *

MWDDIYYYY

NAICS Choices:

Maximum number of NAICS codes allowed = 4
NAICS Sectors * NAICS Codes *

11: Agriculture, Forestry, Fishing and Hunting O T ——
21: Mining, Quarrying, and Oil and Gas Extraction

22: Utilities

31-33: Manufacturing

42: Wholesale Trade

44-45: Retail Trade

48-49: Transportation and Warehousing

NAICS Codos Selected *

Enter NAICS Code

Industry analyzing and publishing satistcal data refated 1o the economy. Please enter the North American Industies.
Classification System (NAICS) code identifed for your business actvily. Select the NAICS codo th manufacture, t S0l or services performed. Ciick here for
ber

o
descriptions of ot tdotormines yc priviege tax ate.

=

- “Taxpayer Information” — this will be different for every owner based on how your home is owned.
If your title is not under an entity, you will select Individual and provide your personal information.
o Type of Organization/Ownership — Individual, Partnership, LLC, Estate, etc.
o EIN/SSN —if you do not have an EIN — you are required to provide your SSN
o Legal Business Name — your name if individual or entity/estate/business name
o  Business Description — Short Term Rental
o Date Business Started — if not a business, use today’s registration date here

“NAICS Choices”, the recommend selections are:
o NAICS Sectors - 72: Accommodation and Food Services
o NAICS Code - 721199: All Other Traveler Accommodation

Maximum number of NAICS codes allowed = 4

NAICS Sectors * NAICS Codes
e et e gt et e
56: Administrative and Support and Waste Managerr 721110: Hotels (except Casino Hotels) and Motels
61: Education Services 721120: Casino Hotels

721191: Bed-and-Breakfast Inns

3? :ea'lg Care and Social dASS'S(a"C.e 721199: All Other Traveler Accommodation
: Arts, Entertainment, and Recreation 721211: RV (Recreational Vehicle) Parks and Camps

72: Accomodation and Food Services 721214: Recreational and Vacation Camps (except (
81: Other Services (except Public Administration) 721310: Rooming and Boarding Houses, Dormitories
92: Public Administration FAAAAALEand Qo dos Qontonsto

Add NAICS Code

- Once code is selected, click “Add NAICS Code” then “Save & Continue”

Next tab is “Owner List”. Provide required Personal Owner Information and click “Save”. The address here is your
personal residence — NOT the rental property.

* Indicates Required Fisld
Add Owner Information
Last Name * First Name * w

Socisl Security Number * Tito * Percont Owned *

Complete Residence Address

Country *
usa v

Address Line 1 * ApuSulteOther

iy state * ZpCode *

Contact Phone Number Contact Fax Number




If you have multiple owners, the next screen will give you the option to Add Additional Owner — otherwise select
“Continue” to move on.
Next tab is the TPT information:

Subdshg, wies, communcaions, ot

Transaction Privilege and Use Tax Information

TP (] Use Tax [ TPYfor Cte Only ‘

Check the TPT box — once checked, your window will expand with additional fields to fill out.

Transaction Privilege and Use Tax Information

E2TPT () Use Tax [ TPT for Ciios Only

Oate Sales Bogan * ¥ ¥ TP Fling Method *

Cash O Acerust

'Does your business sell new motor vehicle tires or vehicles? *

Yes ONo

Does your business selltobacco products? *

Choose your filing frequency.

[ 2 [ sovs courue |
- Date sales began — Use today’s registration date, OR use planned “Go Live” date if over 30 days in future
- Estimated tax — $5,000
- TPT Filing Method — Accrual
- Filing Frequency — Monthly
- “Save & Continue”

The next tab is “Withholding”. If this applies to you, check the “Withholding” box and complete required fields.
Otherwise, select “Save & Continue”

vvvvvvv or &)
Withholding Information

Winhalding

The next tab is “Address Information” — this is personal, not rental property.
- “Mailing Address Information” - provide your personal mailing address
- “Identify Location of Tax Records” — this is the address where your tax records are kept
- Select “Validate Mailing Address”, then “Validate Location Address”. You will receive green check marks
once validated. Select “Save & Continue”.

Malling Address Information

Please Identify the location of the tax records




The next tab is “Location List” — THIS is the Rental Location Address - provide the physical address of the rental you
are registering.

Add Location Information

Doing Business As *

This s  Non-Arizons adaress

ro ApusuteOther (1 applcable)

Contact Phone Number

0

The next section will require you to add tax codes for this location. This section is very important - please be sure
these are added exactly as described below. If you have any questions, please contact GNS before moving forward.

- Select o1 Cauntos Reservatons andior Cites that s locaion conducts business.

Add Region Business Code(s)

Available Business c: ode Selected / Recommended Region Business c: ode

WMARICOPA (County) RESTAURANTS AND BARS
MARICOPA (County} RETAIL
OPA (County)- TRANSIENT LODGING.

SCOTTSDALE (City) HOTELS
SCOTTSDALE (City) RESTAURANTS AND BARS
Add (%) SCOTTSDALE (City}RETALL
SCOTTSDALE (City) RETAIL SALES FOOD FOR HOW
Remove (<)

The list on right titled “Selected/Recommended Region Business code” will have pre-populated codes. There will
be a few codes that will not be needed. The list below has the codes you will need to keep, all other will need to
be removed. To remove codes, click on the code on the list and click the “Remove (<)” button in the middle.

You MUST KEEP the following:
e  Maricopa — Transient Lodging
e  City of your home — Hotel/Motel (Additional Tax)
e  City of your home — Hotels

sel d/R

ded Region Busi code

MARICOPA (County)- TRANSIENT LODGING
SCOTTSDALE (City)- HOTEL/MOTEL (ADDITIONAL T
SCOTTSDALE (City)}-HOTELS

(this example is for City of Scottsdale, other cities should populate accordingly)

NOTE - PLEASE CONTACT US FOR ANY CLARIFICATION — THESE CODES ARE VERY IMPORTANT FOR TAX FILING

There is one additional City Code that will need to be added. In order to add this code, find your “City” in the
“Region Code” drop down menu. This below example selected Scottsdale.

Reglon code

Select a Region

|

Select a Reglon

APACHE JUNCTION (City)

APACHE (County)

'WHITE MOUNTAIN APACHE (APACHE) (Indian Res)

NAVAJO (APACHE) (Indian Res)

AVONDALE (City)

BISBEE (City) Region code

BUCKEYE (City) SCOTTSDALE (City) v
BULLHEAD CITY (City)

SENSON (Cay) Available Business code

(this example is for City of Scottsdale)



In the left box titled “Available Business Codes”, find code 045 “Residential rental, leasing and licensing”, select
the code and click the “Add (>)” button in middle.

Available Business code

UFUTIETTIES
005: COMMUNICATIONS

006: TRANSPORTING

009: PUBLICATION

010: JOB PRINTING

011: RESTAURANTS AND BARS

012: AMUSEMENT

017: RETAIL

018: ADVERTISING

019: SEVERANCE - METALLIFEROUS MINING

020: TIMBERING & OTHER EXTRACTION

027: MANUFACTURED BUILDINGS

029: USE TAX

030: USE TAX FROM INVENTORY

045: RESIDENTIAL RENTAL, LEASING AND LICENSI

049: JET FUEL TAX

051: JET FUEL USE TAX

062: RETAIL SALES FOOD FOR HOME CONSUMPTI

116: FEED AT WHOLESALE Add ()
213: COMMERCIAL RENTAL, LEASING AND LICENSI
214: Rental, Leasing and Licensing for Use of TPP
221: MEDICAL MARIJUANA RESTAURANT

421: ADULT USE MARIJUANA RESTAURANT

Remove (<)

Once this code has been added, you should have 4 codes in the “Selected/Recommended Region Business Code”
list. Your final list should include:

e  Maricopa (County) — Transient Lodging

e  City of your home (City) — Hotel/Motel (Additional Tax)

e City of your home (City) — Hotels

e City of your home (City) — Residential Rental, Leasing and Licensing

+ Select al Counties/Reservations and/or Cities that this location conducts business.
Add Region Business Code(s)
Reglon code

Select a Region

Avallable Business code Selected / Recommended Region Business code
MARICOPA (County)-TRANSIENT LODGING
SCOTTSDALE (City)-HOTEL/MOTEL (ADDITIONAL TAX)
SCOTTSDALE (City)-HOTELS
SCOTTSDALE (City)-RESIDENTIAL RENTAL, LEASING AND

Add (>)

Remove (<)

m Save & Continue

(this example is for City of Scottsdale, other cities will have city name listed accordingly)

REMINDER - CONTACT US FOR ANY CLARIFICATION — THESE CODES ARE VERY IMPORTANT FOR TAX FILING

Once you have verified the above four codes are listed on the right side, select “Save & Continue”

Next, you will enter the “Number of Residential Units” you are registering and click “Save & Continue”

* Indicates Required Field

Number of Residential Units

Applies to;

Region Code: SC

Region Name: SCOTTSDALE

Business Code: 045

Business Code Desc: RESIDENTIAL RENTAL, LEASING AND LICENSING FOR USE

Number of Residential Rental Units: *

0



Once you have completed codes and number of units, you will be redirected back to the Location List — addresses
under this TPT License Application will be listed here.

If applying for more than one TPT License under the same Taxpayer/Owner, select “Add a Location” to register the
additional property.

If this is the only home you are applying for a TPT, you will select “Continue”.

Taxpayer  Ownerlist  TPTinformation  Address Information  Location List  Fee Summary

Scotsdse 2511520 sc £t Dol

Payment information is required on the next step — once complete, click “Save & Continue”

Payment Information - Arizona Joint Tax Application

Please enter the E-Check information.

annot be paid by credit card
faes are due when the scanse appicalion is submitied

for_Taxes Duoe
1 IEINSETIEA 1 I2NSET" 1

Routng Number  Account Number

payments that your bank rejects. Please know you wil be charged for payments
retured as unauthorized by your bank. By submitting this payment, you

Wil s payment orginate from  bark account outsido the Unded States barking
systom?
Yos @no

It will summarize the payment and require you to enter the PIN you created to finalize. You will receive
confirmation of submission:

Arizona Joint Tax Application

You sppicaton confematon rumber » 22SNSNNEEED

The fom s avalaie on e Arzona Depariment of Revene wobsts, LERE

Allow 24 hours to process your applcaton.

fooduock and suagessons Passe cicn - 1 comgiele 8 o sy

Click the finished button and you have officially registered for a TPT License!
Please let us know once you’ve completed this process and keep us informed of any updates.

Thank you!





