INSTRUCTIONS FOR COMPLETING THE CITY OF AUSTIN REPORT OF HOTEL OCCUPANCY TAX
Who must file: You must file this report if you are a sole owner, partnership, corporation, or other organization that owns, operates, manages, or controls any hotel, motel, tourist homes, vacation rentals by owner, houses or courts, lodging houses, inns, hostels, rooming houses, bed and breakfasts, short-term vacation rentals, or other buildings where rooms are furnished for a consideration in the full purpose jurisdiction of the City of Austin.
When to file: This report must be filed on or before the last day of the month following the calendar quarter end. A return must be filed even if no tax is due. 

For the Quarter Ended: Select the quarter and year that is being reported.
Due Date: Field generates the date when the report is due.
Account Number: Enter the account number received at the time of registration.
Hotel Name: Enter the name of the hotel given at the time of registration.
Hotel Street Address: Enter the physical location of the hotel.
Total Room Receipts: Enter the total gross amount of all room receipts during the reporting period.
Exempt Rooms - 30 Days: Enter the total amount of 30-day residency exemptions. Occupant must advise the outlet upon arrival, of their intent to stay 30-plus days. If intent is not expressed, the first 30 days are taxable. (See Sec.156.1012, State Tax Code)
Exempt Rooms – Other: Enter the total of other exemptions. Religious, Charitable, and Educational organizations and State of Texas employees are not exempt from City taxation. All other state exemptions apply to City taxes.
Total Exempted Rooms: (Calculated field) Calculates the amount of the total exemptions. 
Taxable Receipts: (Calculated field) Calculates the total taxable receipts.  Total Room Receipts less Total Exempted Room Receipts.
Total Tax Due at 9%: (Calculated field) Calculates amount of tax due. Total Taxable Room Receipts times 9 percent.
Penalty & Interest Due – 5% Penalty If Submitted At Least 1 Day After Due Date:  (Calculated field) Calculates a penalty if the submission date is one day or more after the due date. The Total Tax Due At 9% is multiplied by 5 percent.
Penalty & Interest Due – 5% Penalty If Submitted More Than 60 Days After Due Date (Calculated field) Calculates a second penalty if the submission date is 61 days after the due date. The Total Tax Due At 9% is multiplied by 5 percent.
Penalty & Interest Due – 10% Interest If Submitted More Than 60 Days After Due Date Date (Calculated field) Calculates interest if the submission date is 61 days after the due date. The Total Tax Due At 9% is multiplied by 10 percent annual interest (.000274 percent per day).
Total Penalty & Interest Due: (Calculated field) Calculates the total amount of penalty & interest due. 
Total Due: (Calculated field) Calculates the total amount due and payable.  Total Tax Due At 9% plus Total Penalty & Interest Due.
Print and Complete the report with a signature.
Ceased Operations: If the hotel has ceased operation or was sold, please contact the Controller’s Office to close the account.
New Registrants – Hotels, Motels, Bed & Breakfasts: If the hotel is new and has not yet been registered with the Controller’s Office, please complete a registration form first so that an account can be created. 
New Registrants - Short-term Rentals: If the hotel is a short-term rental registering with the City of Austin for the first time, a short-term rental license must be obtained in order to operate.  Please visit www.austintexas.gov/str to find out more about this process.
