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MyTax.DC.gov User Guide:
How to Request an Exemption to File (FR-164)

Organizations who wish to apply for an exemption from the District of Columbia Income and Franchise Tax, Sales and
Use Tax, and Personal Property Tax can submit their application via MyTax.DC.gov by following this user guide.

Note: Organizations must re-certify every 5 years from the issuance date of the exemption certificate.
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@ Home

News faatures are coming o MyTax. DC. gov on October 28!
MyTax.DC will not be available from 5:30 p.m. October 26 through spproximately 7 a.m. October 28 while we make these system updates.
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MyTax.DC.gov is a tax portal that makes viewing and paying Individual iIncome and Business taxes in the Disfrict of Columbia - Simpler. Faster. Safer.

a Log In/ Sign-up ﬁ Businesses E] Businesses - File and Pay Now
| 1 =

Usemame Current & Prior Year Tax Forms FR-120: Corporation Franchise Tax Extension
Modernized e-File FR-130: Unincorporated Franchise Tax Extension

Password
Retrieve a Saved Submission FR-185: Partnarship Tax Extension
Register 3 Spacial Event - Form FR-5008 Veluntary Disclosure Requeast - Temp Location

Login

Request Government Exempticn FR500-COLD

Forgot Passworc? ques P

Forgot Usernama? Certficate/License Search

Sipe v Wo.use My Tax O v % Individuals [) individuals - File and Pay Now
Current & Prior Year Tax Forms FR-127: Individual Income Tax Extension
DC Free File / DC Fillable Forms FR-127F: Fiduciary income Tax Extension
Verify My Return
Request Residential Parking Exemption
@ Quick Links B [© Quick Payments

Make an electronic payment from your bank account at no additional

What can | do in MyTax.DC.gov?
fee. Payments can be scheduled up to one year in advance.

Pay with eCheck
Why sign-up for MyTax.DC.gov?
Make 3 payment using your credit or debit card. A conveniencs fes of

View Tutorials Pay with Cradit / Debit Card
LA b ? 2.5% wiill be charged by the credit card processor for each payment.

Take me to eTSC

Contact Us

1. From the MyTax.DC.gov homepage, log in using your Username and Password.


https://mytax.dc.gov/_/
https://mytax.dc.gov/_/
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= MyTaxDC Welcome, STJOHN GOLF SUPPLY  §0f Setings g3 Log OFf
A} Home
& Logon = Aerts E) 1 Want To ! 2 I [More_
» STJOHN GOLF SUPPLY @) There are 2 unread messages View My Web Profile
usermname@dc.gov
+1(202) 000-0000 Send OTR a message
Last logged on 11-Oct-2018
Balance: ($9,000.00) View FAQ's

Manage payments and returns
Reqgister a New Tax Account

Go Paperiess

_m Submissions  Correspondence Names and Addresses Exemptions Logons

E’[ Accounts

[Ftter
Alcoholic Beverage 430-001301041 STJOHN GOLF SUPFPLY (510,000.00)
Ak Personal Property Tax 400-000211084 STJOHN GOLF SUPPLY 51,000.00

|i# Register a New Tax Account

2. Inthe user profile, next to the | Want To header, click the More tab in the upper right-hand corner of the screen.
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Welcome, STJOHN GOLF SUPPLY ﬁ Sefiings

ﬁ' Home * 1Want To

| Want To

View My Web Profile

Send OTR a2 messags

Wiew FACYs

Manage payments and returns
Register a Mew Tax Account

Go Paperless

Payment Agreement

Request Payment Agreement
Request Gamishment Voucher

Update Paymenti Agreement Bank

Other Activities

Update MAICS Code

Request Third Party Access
Register for DC Estate Tax Access
Submit QHTC Certification
Manage a Special Event
AddUpdate Officer

AddUpdate Contact

Request An Exemption

Request for Exemption To File (FR-164)

Bulk Processing

o Request Access fo Bulk Filing Withholding (FR00G), Sales and Use (FRE00OMICVA) access

3. Under the Request An Exemption header, click the Exemption for Exemption to File (FR-164) hyperlink.
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= Exemption To File (FR-164) Welcome, STIOHN GOLF SUPPLY &8 Settings g Log Off

4} Home > IWantTo > Exemption To File (FR-164)

E Instructions

Instructions

The Exemption to File (FR-164) application is for use by organizations who wish to apply for an exemption from income, franchise, sales and use Tax, and personal property taxes
in the District of Columbia. All questions must be answered completely. Applications submitted without the required documentation will be denied, and applicants may re-apply
once all the required documents are provided. If a tax account filing exemption iz approved, the Office of Tax and Revenue (OTR) will mail the applicant an exemption certificate. If
a tax account filing exemption is denied, OTR will mail the applicant a notice detailing the decision.

The following documentation is required to process the FR-164:

» A copy of the Internal Revenue Service (IRS) Determination Letter approving the organization's exemption from federal income tax. If the IRS Determination Letter date is

older than four years, an IRS Affirmation Letter must be obtained. The IRS Determination Letter and an IRS Affirmation Letter dated within the past year must be submitted
together.

» A copy of one the following certificates issued by the DC Department of Consumer and Regulatory Affairs (DCRA) must be included in the submission.
If incorporated in the District of Columbia: Certificate of Incorporation
If not incorporated in the District of Columbia: Certificate of Registration

» Sales and Use Tax Only: A signed copy of a lease, District of Columbia Certificate of Occupancy permit issued to the organization or other documentation to show proof of
a physical location in DC.

= Personal Property Tax Only: Documentation to show proof of a physical location in DC.

Note: Other documents such as a deed or proof of monthly rental and/or utility payments may also be requested. The desired amount of documentation may be based on the
length of time that the organization has leased the physical DC location.

3

4. Please carefully review the Instructions page for the Exemption to File (FR-164). The following documenation is
required to process the FR-164:

e A copy of the Internal Revenue Service (IRS) Determination Letter approving the organization’s
exemption from federal income tax. If the IRS Determination Letter date is older than four years, an IRS
Affirmation Letter must be obtained. The IRS Determination Letter and IRS Affirmation Letter dated
within the past year must be submitted together.

e A copy of one of the following certificates issued by the DC Department of Consumer Regulatory Affairs
(DCRA) must be included in the submission.

o Ifiincorporated in the District of Columbia: Certicificate of Incorportation or Certificate of
Authority

o If notincorporated in the District of Columbia: Certificate of Registration

e Sales and Use Tax Only: A signed copy of a lease, District of Columbia Certificate of Occupancy permit issued to
the organization or other documentation to show proof of a physical location in DC.

e Personal Property Tax Only: Documentation to show proof of a physical location in DC.

Note: Other documents such as a deed or proof of monthly rentaly/or utility payments may also be requested. The

desired amount of documentation may be based on the length of time that the organization has leased the physical DC
location.

a. Click Next.
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Exemption To File (FR-164) Welcome, STIOHN GOLF SUPPLY {0} Settings g} Log Off

€} Home > IWantTo » Exemption To File (FR-164)

1. Instructions 2. Select Exempt Accounts

Select Exempt Accounts

Accounts for Exemption ﬂ Change Address Intructions (PDF) l Send Web Message

7he account information below will reflect the information shown on the exemption certificate.

i i : : s . . .. . Please select at least of
Note: You will receive a separate exemption certificate for each tax account. Do NOT save or submit this application if any of the information is in axemption.

To standardize exemption expiration dates, and to ease the exemption renewal process in the future, please select all applicable tax accounts that should be
exempted.

Should you have any questions regarding your tax account(s), please send OTR's e-Services Unit a message by clicking the “Send Web Message” tab in the upper
right-hand corner of your screen.

Account ID Account Type Name Address Select Exemption JCurrent Status Effective Date Expiration Date

400000211084  Personal Property Tax STJOHN GOLF SUPPLY 425 L ST NW APT 213 WA No Exemption

Lo | e

5. The Select Exempt Accounts page displays the tax account(s) that you may select to receive an exemption

certificate.

a. Check the Select Exemption box for the Account Type that will receive an exemption certificate.

b. If you need to change the address on your exemption certificate prior to submitting your request, click the
Change Address Instructions (PDF) tab in the upper right-hand corner of the screen to access the How to
Update a Mailing Address User Guide. You may also send OTR a secured web message for assistance by
clicking the Send Web Message Tab.
Note: Updates to addresses cannot be made on this page.

c. Click Next.
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Exemption To File (FR-164) Welcome, STIOHN GOLF SUPPLY g Seffings

£} Home » IWantTo > Exemption To File (FR-164)

1. Instructions 2. Select Exempt Accounis 3. Organization Summary

Organization Summary

Should you have any questions regarding your tax account{s), pleaze send OTR's e-Services Unit a message by clicking the “3Send Web Message" tab in the upper
right-hand cormer of your screen.

Note: You will receive a separate exemption certificate for each tax account. Do NOT save or submit this application if any of the infermation is incorrect,
Organization Information Change Address Intructions (PDF) | Send Web Message m

ID (FEIN or SSN) 159146765 MAICS Code 312120 Breweries
Mame STJOHN GOLF SUPPLY
Trade Name

(][]

Organization Details

Purpose of Organization Required Y

R - Required |

Principal Source of Income Required

Federal Exemption Status

Note: If you are applying for an exemption as a religioug organization, you do not need an IRS Determination Letter or an IR § Affirmation Letter. Instead, please
attach your Articles of Incorporation on the final page of this application.

IRE Code Section

Has an IRS Determination Letter been issued? Ves No Has an IRS Affimation Letter been issued? | ves No

IRS Determination Lefter Effective Date of
Exemption

IRS Application Date of Submission (per Stamped
Date)

IRS Affirmation Letter Date

Arficles of Incorporation Date

[ | =

6. The Organization Summary page is where you will provide OTR with additional information about your organization.

a. Under Organization Information, review the pre-populated information (as indicated in yellow) such as ID,
Name, Trade Name and NAICS Code.

b. If you need to make changes to your information under Organization Information, or if you have questions
regarding your tax account(s), please send OTR a secured web message by clicking the Send a Web Message
tab in the upper right-hand corner of your screen.

c. Under Organization Details, select the Purpose of Organization (e.g. Charitable, Religious) and select the
Principle Source of Income (e.g. Donations, Dues, Grants) from the drop-down menu bars.

d. Under Federal Exemption Status, select the IRS Code Section [e.g. 501 ( ¢ ) (3)] from the drop-down menu
bar. Answer Yes or No if the IRS issued a Determination Letter. Answer the remaining questions (in yellow) if
applicable: IRS Determination Letter Effective Date of Exemption, IRS Application Date of Submission (per
Stamped Date), Has an IRS Affirmation Letter been issued, IRS Affirmation Letter Date and Articles of
Incorporation Date.

e. Click Next.
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= Exemption To File (FR-164) Weicome, STJOHN GOLF SUPPLY  {f}§ Settings

€} Home » IWantTo » Exemption To File (FR-164)

1. Instructions 2 Select Exempt Accounts 3. Crganization Summary 4. Location Details

Location Details

Personal Property Tax Details

Physical Location(s) of Tangible Personal Property in the District of Columbia {Provide All Addresses) 7b Tetal Cost of Tangible Personal Property

[omom | e

7. The Location Details page is where you will list additional information about the physical location of your

organization.
a. Inthe first space provided (highlighted in yellow), enter the Personal Property Tax Details to include
Physical Location(s) of Tangible Personal Property in the District of Columbia (Provide all addresses).
b. Inthe second space provided (highlighted in blue), enter the Total Cost of Tangible Personal Property.

Click Next.
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Exemption To File (FR-164) Welcome, STIOHN GOLF SUPPLY  {{§ Sefings g Log OFF

#} Home > I1WantTo » Exemption To File (FR-164)

1. Instructions 2. Select Exempt Accounts 3. Organization Summary 4. Location Details 5. Exempfion Questionnaire

8 Exemption Questionnaire

The following documentation is required to process the FR-164:

« A copy of the Internal Revenue Service (IRS) Determination Letter approving the organization's exemption from federal income tax. If the IRS Determination Letter date is
older than four years, an IRS Affirmation Letter must be obtained. The IRS Determinafion Letter and an IRS Affirmation Letter dated within the past year must be
submitted together.

+ A copy of one the following certificates issued by the DC Department of Consumer and Regulatory Affairs (DCRA) must be included in the submission.

If incorporated in the District of Columbia: Certificate of Incorporation
If not incorporated in the District of Columbia: Ceriificate of Regisfration

« Sales and Use Tax Only: A signed copy of a lease, District of Columbia Certificate of Occupancy permit issued to the organizafion or other documentation to show proof
of a physical location in DC.

+ Personal Property Tax Only: Documentation to show proof of a physical location in DC.

Mote: Other documents such as a deed or proof of monthly rental andior utility payments may also be reguested. The desired amount of documentation may be based on the
lengih of time that the organization has leased the physical DC location.

Answer the following:
Is the organization a religious organization? Yes
Yes

\ No
Does the organization control or is it controlled by any other organization? \ No
N
Required |

Is the erganization the ouigrowth of {or successor to) another organization, or have a special

Yes o
relationship with another organization by reason of interlocking directorates or other factors? ‘ equired
Other than a statutory office, do you maintain regular places of business outside the District? | Yes | No
Does the organization report any unrelated business income on Form 990T to the IRS? | Yes | No
Does the organization file a Form 1120P0L U.S. Income Tax Return for Certain Political Yes | No
Organizafions with the IRS? ‘:I:

Did the organization establish a political action committee described in section 527(f)(3) of the
Internal Revenue Code? ‘ﬂ

Does the organization sell any tangible personal property or provide personal services to persons | vae | ng
or organizations located within the District? ‘:I:

Did the organization purchase any tangible personal propery outside the District for use in the

District? | Yes | No

&/ Attachments Add Attachment m
Type Name Description Size

Number of Atachments |

0
B ]

8. The Exemption Questionnaire page consists of Yes or No questions to find out more specific information about your
organization. Please re-review the required documentation in order to process your FR-164 request.
a. Answer Yes or No to the questions.
b. Click the Add Attachment tab to attach the required documentation to submut with your request.
c. Click Submit.
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Welcome, STJOHN GOLF SUPPLY Q Setngs g Log Off

= Confirmation

£} Home > IWaniTo > Exemption To File (FR-164) > Confirmation

@' Confirmation
Your reguest has been successiully submitted. Please print a copy of this page for your records.

Your request confirmation number iz 0-000-103-330

Reqguest Type: Exemption To File (FR-164)
Submitted Date: 09-Nov-2018 2:41:38 PM

Contact Us:

(202) 759-1945
e-services.otr@dc.gov

| 9 Printable View

9. A Confirmation page displays. To obtain a printed copy of this page, click Printable View. Otherwise, click OK.
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