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VIA INTERNET

The Audit Manual (AM) and Compliance Policy and Procedures Manual (CPPM) are
guides for the California Department of Tax and Fee Administration (CDTFA) in
administering tax and fee programs. They are available to the public and can be accessed
on the CDTFA Guidelines/Manuals — Sales & Use Tax, Special Taxes and Fees web
page.

The Processing, Policy, and Data Division is proposing to revise AM section 0115.02
and CPPM sections 240.000-245.075, 720.039, 720.031, and 755.050 to incorporate
current policies and procedures.

The revision material is posted on the above-mentioned web page for the convenience
of interested parties who may wish to submit comments or suggestions. Please feel free
to publish this information on your website or otherwise distribute it to your
association/members. You are welcome to submit written comments or suggestions
related to the proposed revision(s) by September 21, 2026, to PPDD-
BTC.CPPMRevisionSuggestions(@cdtfa.ca.gov.

If you are not already signed up to receive email notifications regarding our proposed
manual updates, please sign up now to ensure you receive future notifications. Go to the
Sign Up For CDTFA Email Lists page, then select Announcement of Proposed Manual
Change.

Sincerely,

XM f:_';q/(/u{ =
Sandy Barrow, Chief
Tax Policy Bureau

Processing, Policy, and Data Division
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OBTAINING AND SAFEGUARDING FEDERAL TAX INFORMATION (FTI) CPPM
720.031/ AM 0115.02

The California Revenue and Taxation Code (RTC) and the Internal Revenue Code (IRC)
contain reciprocal provisions permitting an exchange of information. TheCalifernia
Department-of Tascand Fee-Administration {CDTFA} receives federal tax information
(FTI) from the Internal Revenue Service (IRS). FTI is confidential information and
includes any tax return or tax return information received from IRS. Proper
safeguarding of FTI is crucial to maintaining public trust, ensuring compliance
with legal regulations, and protecting against data breaches. In-addition, IRCseetion
6103{pH4)reguires-CDTFA is required to establish and maintain safeguards to prevent
unauthorized use or disclosure of FTI.

Unauthorized access, inspection, use or disclosure of FTI can result in civil and/or

criminal penalties. Seethe CLRLA pampel of fcbminioteativze Dolies: ceotion 7005 ol
HRCseetons 72137213 and-F A3 Horspeetfie penalbyprovisions: To ensure security

and confidentiality, CDTFA Team members must follow strict protocols when
storing, handling, and disposing of FTI. CDTFA works to enforce IRC standards
and ensure that FTI is kept confidential.


































CPPM Chapter 2, Registration

DIFFERENT CLASSES-OF-SALES AND USE TAXACCOUNTS 240.000
OVERVIEW 240.005

Sales and use tax-TATs-allew bethsingleeutlet accounts; can consisting of a single
selling location (a “site”) or multiple selling locations (“sites”)., and-multiple outlet

secowmio—eonoictine oo ermere colline loentione Siaole cutlet s Accounts with one
site are discussed in this subsection. Multiple outletaAccounts with two or more sites
are; called “consolidated accounts,” and are discussed in CPPM section 245.000.

SITES DEFINED 240.007

Sites are business locations from which sales of tangible personal property are
made. Each site is in a taxing jurisdiction, which includes the applicable city,
county, unincorporated county area, district, or redevelopment area. Taxing
jurisdictions may receive a portion of taxes imposed pursuant to the Bradley Burns
Uniform Local Sales and Use Tax Law in accordance with the Transactions and Use
Tax Law, and/or pursuant to other applicable statutes. See also CPPM section
230.030 for additional information.

SINGLE SITE OUTLET-ACCOUNTS 240.010
ThreeFour types of single siteeutlet sales tax accounts exist:

+—Regular sellers; TAT-SR
2-1. Sleceifiad ealleee 2 D0
3-2. Special sellers; TAT-SR-S

4.3. Temporary sellers; FAT-SR{ACC-O00H

Regular Sellers;-Classified-Sellers and Special Sellers differ from each other-enly in how
the-manner—in—whiech local tax is handled. Temporary Sellers differ from the other

twothree in length of operatlon A—d—eers&e%&abl%te—&ssmt—yea—nﬁete%mmgﬂh}ehlﬁﬂ

REGULAR SELLERS 240.020

ee&st—rt—u%%t—h&majeﬂty Regular sellers w1th a s1ngle s1te make up most of the sales
and use tax accounts administered by-the CDTFA. The system will automatically
populate local taxes to the single site as tax is generally allocated there on all
sales.! For paper filers, completion of a CDTFA-530, Schedule C - Detailed
Allocation by Location of Sales and Use Tax Transactions, is generally not
required.

1 RTC section 7205; Regulation 1802
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SPECIAL SELLERS 240.040

Due to the nature of their specific business, special sellers with a single site
require specific allocation of local taxes. Examples of special sellers include
construction contractors, mobile auto repair facilities, vending machine
operators, door-to-door salespersons, and those that regularly conduct business in
various temporary locations. Special sellers filing electronically, file both an
electronic schedule C to allocate taxable sales at the registered site and an
electronic schedule B.! Taxpayers filing paper returns, file a CDTFA-530, Schedule
C- Detailed Allocation by Location of Sales and Use Tax Transactions and a
CDTFA-531, Schedule B- Detatled Allocatton by County of Sales and Use Tax

Further discussion of special sellers may be found in CPPM section 265.000.
TEMPORARY SELLERS 240.050

Common types of temporary sellers with a single site include Christmas tree lots,
carnivals, rummage sales, and fireworks stands that sell items at a single location
for a period of 90 days or less. When registering for a temporary seller’s permit,
the address of where the temporary sales will occur must be provided.? Temporary

1 RTC section 7205; Regulation 1802
2 RTC section 6066




Local tax is allocated in the same manner as a regular seller. That is, the tax is
generally allocated to the registered single site.! Further discussion of temporary
sellers may be found in CPPM section 250.000.

1 RTC section 7205; Regulation 1802



CPPM Chapter 2, Registration

CONSOLIDATED ACCOUNTS — REGISTRATION 245.000

CONSOLIDATED ACCOUNTS DEFINED 245.005

A consolidated account is a sales tax account with two or more selling locations-sites
in one or more taxing jurisdictions for which a single tax return is filed. Sellers who
do not maintain their records in a manner enabling them to report conveniently
on a consolidated basis should hold separate accounts so separate returns can be
filed for each site. No seller should be required to hold a consolidated permit if
they prefer to file separately for each selling location.Ne-seller should be required




REGULAR-CONSOLIDATED ACCOUNTSREQUIRING LOCAL TAX-ALLOCAHON —
REGULAR SELLERS 245.030

Consolidated accounts issued to regular sellers persens-havinglocations-in-mere-than
ene—taa&&g&r—rs&et—rea—reqmre further allocatlon of local taX —’Phey—&lﬁe—&s&gﬁed—&eee&m
: RZ- When filing

returns—eleet—lﬂemeal-ly the taxpayer w111 be requlred to des+gn&te allocate taxable sales
made at each

corphete reglstered s1te usmg the electromc schedule C or by paper on the CDTFA-
-530, Schedule C-— Detailed Allocation by Subeutlet-of Local Location of Sales and Use
Tax Transactions—c—rovidetoralocntiopoftocbesrbloenton 1B e UM voction

1 RTC section 7205; Regulation 1802



CONSOLIDATED ACCOUNTS — SPECIAL SELLERS 245.035

issued to special sellers require further allocation of local tax. Special sellers filing
electronically, file returns with both an electronic schedule C to allocate taxable
sales at the registered sites and an electronic schedule B.! Taxpayers filing paper
returns, file a CDTFA-530, Schedule C- Detailed Allocation by Location of Sales
and Use Tax Transactions and a CDTFA-531, Schedule B- Detailed Allocation by
County of Sales and Use Tax Transactions. See CPPM section 265.000 et seq.

CONSOLIDATED ACCOUNTS - TEMPORARY SELLERS 245.040

Consolidated accounts issued to temporary sellers are treated like consolidated
regular seller accounts. When filing electronic returns, taxable sales should be
allocated to each registered site using the electronic schedule C.2 Taxpayers filing
paper returns, file a CDTFA-530, Schedule C- Detailed Allocation by Location of
Sales and Use Tax Transactions. See CPPM section 510.070.

1 RTC section 7205; Regulation 1802
2 RTC section 7205; Regulation 1802



CONSOLIDATED ACCOUNTS — ALLOCATION OF LOCAL TAX 245.050
Exact Location Verification

Many post office delivery areas overlap city and/or county boundaries. As a result,
proper verification of the exact location of a sublecationsite in some areas is very
difficult. For example, the city of Watsonville is an incorporated city within Santa Cruz
County with tax area code 44052-A69641-0000. Watsonville postal delivery also
includes unincorporated portions of Santa Cruz County (44998-A89041-0000).
Immediately across the Pajaro River to the south are unincorporated portions of
Monterey County (27998-C27032-0000) and San Benito County (35998-706015-
0000,) served by the same Watsonville post office. There are streets in all three counties
that have same or similar names. A similar situation exists in Folsom (Sacramento, El
Dorado, and Placer Counties); Thousand Oaks and Malibu (Ventura and Los Angeles
Counties); and Los Gatos (Santa Clara and Santa Cruz Counties). The importance of
assigning accurate tax area codescoding for—subleeations has become even more
important and cannot be overemphasized, and for this reason the “County” for each
subloeationsite must be entered.

Not All Selling Locations in California

SubleeationsSites must be located within California.! Many consolidated accounts have
sitessubloeations in California; and-alse fill orders to California consumers from out-
of-state locations. When this situation is encountered, the taxpayer becomes a “special
seller.” {See CPPM section 240.040-fer—the-definition—of “speecial-seller”}. No separate
sublecationsite is established at the out-of-state location, but sales to in-state
consumers made from the out-of-state location must be reported by the taxpayer.2

Loecal-taxes—plas—any-applicable-distriet taxes—must For sales delivered to in-state

consumers from out-of-state locations, local taxes must generally be allocated to
the purchaser’s county on the schedule B when filing electronically or theferpaper

1 RTC sections 6051, 7205; Regulations 1620, 1699, 1802
2 RTC section 6203; Regulation 1620



filers-on CDTFA-—531, Schedule B-— Detailed Allocation by County of+%FLeeed Sales and

Use Tax Transactions for paper filers.1-Use the TAT code SR Zfor this type-of account
(SR Zis a consolidated Special Seller account).

Fiscal Impact of Errors

Errors in assigning tax area codes will result in the improper distribution of local tax
revenues unless CDTFA records are corrected prior to distribution of the tax. Such
improper distributionsmisallecations directly impact local government finances
because the correct recipient is denied expected funds and the jurisdiction receiving the
local tax in error may make important fiscal decisions based on overstated amounts. An
improper distribution followed by a subsequent correction can have a material effect on
the jurisdictions involved.2 For this reason, the importance of assigning accurate tax
area codescoding cannot be overemphasized.

PERMITS FOR GASOLINE STATIONS OPERATED TEMPORARILY BY
OIL COMPANIES 245.065

* QOil companies withhelding sub-permits for their service station sitesloecations
will not be required to close out the sub-permit when a lessee takes over the
operation of the sitelecation and obtains a permit.

* The oil companies may keep the sub-permit active to allow for their operation of
the sitelecatiorn in the event that the lease is terminated.

* The oil companies will include in their sales and use tax returns transactions for
the stations they operate temporarily.

RETAILERS OF GASOLINE QUALIFYING AS RETAILERS UNDER-SECTION-6015
245.070

A retailer of gasoline sold at markets and similar businesses may be approved to operate
under RTC section 6015.

1 Regulation 1802
2 RTC sections 7209, 7269



= In such cases, the retailer is issued a consolidated permit with a sub-permit
issued for each registered sitefixed location.

can he made.

= The operators at sitesloecations where the retailerscempanies approved under
section 6015 furnish gasoline will not be liable for; or required to include gasoline
sales in their returns.

CONSOLIDATED ACCOUNTS — DECISIONTABLE 245,075

CONSOLIDATED ACCOUNTS
(2 OR MORE BUSINESS LOCATIONS)




CPPM Chapter 7, Collections

POST OFFICE INFORMATION 720.039

Forwarding addresses may be secured by mailing the taxpayer a letter directed to the last known
address with a statement “Address Service Requested” entered below the-CDTFA’s return address
in lettering large enough to be readily visible.

The CDTFA-53, Postal Service Letter, may also be used in obtaining addresses from the post office.
If a CDTFA-53 is incorrectly prepared or is sent to the wrong post office, the postmaster will return
the request, specifying the deficiency in the space marked “Other.”- Do not submit duplicate

requests-in-duplieate.

Team members must send a CDTFA-53 from the Account springboard in the system when
an account exists. When the address of a person without an existing account in the system
must be verified, team members may send the CDTFA-53 outside the system and must
attach a copy of the CDTFA-53 to the Customer springboard or relevant case in the system.

When sending a CDTFA-53, team members must:lnstructions for submitting requests—for

1. Address the request to the postmaster at the post office of last known address by entering
the city, state, and zip code of the person’s last known mailing address in the Last
Known Address field of the form.

2. List the taxpayer’s account number and the date the request is submitted (letter date).

3. Onthe lines provided;listList the taxpayer’s name and the last known address, including
zip code.

4. The CBDTFA-53—shouldbesigned by an—autherized person—Include the name of the
authorized person, (that is, the name of the team member sending the form).

5. Pype-or—stamp-the- CHHEAofficereturnmaihneaddress—in-thespaec—Enter the CDTFA
return address in the field provided at the bottom of the form.

6. Mail the CDTFA-53 to the postmaster at the post office of last known address.

7. Enclose a pre-stamped return envelope or E-11 Business Reply envelope for any request.

Please note that the system automatically populates several of the fields required on the
form.

All responses should be attached to the appropriate springboard in the system. In answering
a request for taxpayer address information, postmasters will provide one of the following
responses:

1. Malil is Delivered-to-Address-Givendelivered to address provided: the address the-CDTFA
provided is verified by the postal service as one to which mail for the taxpayer is currently
being delivered.

2. Not Knewn-at-Address—Givenr known at address provided: mail for the taxpayer is not
currently being delivered to the address-given provided.

3. Moved, Left No-Forwarding Addressleft no forwarding address: the addressee is believed to
have moved and has not provided the post office with a change-of-address order. The address
provided is verified as one to which mail for the taxpayer is not currently being delivered.

4. No Suech-Addresssuch address: the address given-provided is nonexistent.

5. Other (Speeifyrspecify): as appropriate, postmasters will provide other responses such as
“Returned — Sent to Wrong Post Office,” “Addressee is Deceased,” “Address Given is
Insufficient,” etc.

6. New Address: if the addressee has submitted a change-of-address order, the new forwarding
address will be provided.

7. Boxholder’s Street Address: if the last known address is a post office box, the taxpayer’s
street address, as shown on USPS Form 1093, Application for Post Office Box or Call Number,
will be provided. The location of rural route boxes is public information. Post offices usually
have route maps posted in the lobby. Under some circumstances, post offices are authorized
to give names and addresses of box holders when the box is being used to solicit business



CPPM Chapter 7, Collections

from the public. Staff should discuss individual cases with the local postmaster. Seetien
161 04 of the P LM ] : P . i bieet.



CPPM Chapter 7, Collections

EARNINGS WITHHOLD ORDERS AGAINST U.S. POSTAL EMPLOYEES 755.050

The Postal Service has one designated Autherized-Agent-authorized agent to receive
postal employee wage garnishment orders under S U-S--Cede §USC section 5520a. This
federal law supersedes state law with regard to service of garnishment process.
Accordingly, regardless of state law, legal process must be sent directly to, or served in
person upon, the Autherized-Agent-authorized agent named in these regulations. There
will be only one agent for receipt of process for all garnishments of an employee’s pay
arising under state law. Other Postal Service employees are not authorized to receive
process, nor are they permitted to transmit process to the Autherized-Agentauthorized
agent. 1

The Authorized-Agentauthorized agent for service of EWOT’s directed to the wages of
Postal Service employees and employees of the Postal RateRegulatory Commission
{emploveeshis: 2

MANAGER, PAYROLL BENEEFITS-PROCESSING BRANCH

HNVOECNFARY-DEPDUCHONS-UNFE

2825 LONE OAK PARKWAY

EAGAN, MN 55121-9650

Service of the EWOT on the Autherized-Agentauthorized agent shall be made by
certified or registered mail with return receipt requested3 at the above address.

1 39 CFR section 491.1
2 39 CFR section 491.1, Public Law 109-435 (109t Congress) section 604 (a)
3 39 CFR section 491.2, 5 USC section 5520a (c)
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