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  1. NAME OF BUSINESS   BUSINESS PHONE

  2. NAME OF OWNER   OWNER'S PHONE

  3. TYPE OF ORGANIZATION NAME TITLE

  (State if owned by individual, partnership or corporation: NAME TITLE
  if partnership, state names of partners & if corporation
  state names of officers at right.) NAME TITLE

  4. STREET ADDRESS OR LOCATON OF BUSINESS

  5.  MAILING ADDRESS OF BUSINESS

  6.  NUMBER OF ROOMS 7.  NAME OF OPERATOR OR MANAGER

SIGNATURE AND TITLE       DATE
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In accordance with Newport Municipal Code (NMC), Chapter 
3.05, every person engaging, or about to engage in, business 
as an operator of a hotel in the City of Newport must register 
with the City on a form provided by the City, such as shown 
on this page.

Registration sets forth the name under which the operator 
transacts or intends to transact business, location of the 
business, and such other information needed for collection of 
the tax.

NOTE:  PLEASE REFER TO NMC, CH. 3.05, SECTION 
3.05.010, FOR DEFINITIONS USED IN THE 
COLLECTION/ADMINISTRATION OF THE TRANSIENT 
ROOM TAX.
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Within ten days after an operator has registered with the tax administrator, the tax
administrator shall issue without charge a Certificate of Authority to each registrant
to allow collection of the tax from the occupant.  Certificates shall be non-assignable
and non-transferable and shall be surrendered immediately to the tax administrator
upon the cessation of business at the location named or upon its sale or transfer.

Each certification shall state the place of business to which it is applicable and shall
be prominently displayed therein so as to be seen and come to the notice readily of
all occupants and persons seeking occupancy.

DATE OF ISSUE CERTIFICATE NO.

The below listed business is hereby authorized pursuant to ordinance to collect the Transient Room Tax and transmit same to the
Tax Administrator, City of Newport, Oregon.

This Transient Occupancy Registration Certificate signifies that the person named on the face hereof has fulfilled the requirements
of the Transient Room Tax Ordinance of the City of Newport by registration with the Tax Administrator for the purpose of collecting
from transients the lodgings tax imposed by said City and remitting said tax to the Tax Administrator.  This certificate does not
authorize any person to conduct any unlawful business or to conduct any lawful business in an unlawful manner, or to operate a
hotel without strictly complying with all local applicable laws including but not limited to those requiring a permit from any board,
commission, department or office of the City of Newport.  This certificate does not constitute a permit.

Name of Operator

By:
Address

Certificate shall be non-assignable and non-transferable and shall be surrendered immediately to the Tax Administrator upon the
cessation of business at the location named or upon its sale or transfer.

City of Newport

CITY TAX ADMINISTRATOR

DISPLAY IN CONSPICUOUS PLACE

CITY OF NEWPORT

CERTIFICATE OF AUTHORITY
To Collect Transient Room Tax
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MONTH ENDING:
Business # DUE DATE:

Business Name & Address:

1. GROSS RENT $
LESS: ALLOWABLE DEDUCTIONS:
2. Rent (by Month) $

PLEASE BE SURE THIS FORM IS FILLED IN 3. Rent less than $2 per day $

COMPLETELY AND ACCURATELY.  PENALTIES AND 4. Credit Card Discounts $
INTEREST ACCRUE MONTHLY FOR DELINQUENCY. 5. Total Allowable Deductions

   (lines 2, 3 & 4) $ -         
6. Taxable Rents

Please notify the Finance Department immediately of     (lines 1 - 5 = 6) $ -         
any CHANGE OF ADDRESS. 7. Tax (9.5% of line 6)

$ -         

8. Excess Tax Collected $
IF THE BUSINESS IS DISPOSED OF OR SUSPENDED,
a closing return must be filed immediately at the Finance 9. Total Tax (line 7 plus 8) $ -         
Department at City Hall and the tax due must be paid.
No Change of ownership can be recorded until this is 10.Collection Fee (5% of line 9) $ -         
done.

11.Total Tax Due (line 9 minus 10) $ -         

CHECKS, DRAFTS, POSTAL NOTES AND MONEY 12.Penalty: 10% over 15 days $
ORDERS, in the exact amount of tax due are accepted     delinquent. 15% plus original 10%
by the Finance Department only as agent of the     over 45 days delinquent.
taxpayer and do not constitute payment until cleared.
The Finance Department assumes no responsibility for 13.Interest: 1% per month exclusive of $
loss in transit.     penalties, from date of delinquency.

14.Adjust for prior (over) or short $
REMITTANCE: Avoid Penalty, be sure proper
remittance is enclosed. 15.Total Amount Due $ -         

     MAKE CHECKS PAYABLE TO: I DECLARE, UNDER PENALTY OF MAKING A FALSE STATEMENT, 
THAT TO THE BEST OF MY KNOWLEDGE AND BELIEF, THE 

     CITY OF NEWPORT STATEMENTS HEREIN ARE CORRECT AND TRUE.

SIGNED__________________________________
Please make a copy of this report for your records.

TITLE____________________________________

DATE_______________________

CALCULATION SECTION

TRANSIENT ROOM TAX RETURN

CITY OF NEWPORT
169 SW COAST HWY
NEWPORT, OR 97365

(541) 574-0621
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INSTRUCTIONS FOR COMPLETING MONTHLY TRANSIENT ROOM TAX REPORT 
 
Reporting forms will be mailed or emailed (if desired) to you each month. 
 
Name, Address and Account Number 
 
The business name, mailing address and account number, as listed on the Certificate of 
Authority, will be preprinted on each monthly return.  If an owner has more than one 
business subject to the room tax, a separate return must be submitted for each business.  The 
account number is the same as your Certificate number. 
 
Any corrections of name and address should be noted on the face of the return. If there has 
been, or will be, a change in ownership, the finance department should be notified 
immediately.  Certificates of Authority are non-transferable, and immediate notification of 
change in ownership will help determine tax liabilities of the respective parties. 
 
Return Period Due Date 
 
The accounting period covered and the due date of each return will be preprinted and should 
not be altered.  Due date is the 15th of the month following the close of the accounting period. 
 
Computation 
 
To simplify the preparation of the return, lines 1 through 15 should be completed in 
consecutive order: 
 
  Lines 1 through 6: 
 

Total gross rent receipts from business must be reported and must be accounted for 
in every return.  This must include all rents, both taxable and non-taxable.  Enter 
this figure on line 1. 
 
Non-taxable rents should be deducted on lines 2 and 3.  Enter the deductions on the 
proper lines. 
 
 Line 2, please refer to Newport Municipal Code (NMC), Chapter 3.05, 

Section 3.05.050(a)  
 Line 3, please refer to NMC, Chapter 3.05, Section 3.05.050(b) 
 Line 4, please refer to NMC, Chapter 3.05, Section 3.05.050(c) 
 
The resulting taxable rents reported are to be entered on Line 6. 
 
Lines 7 through 15: 
 
The taxable rents shown on Line 6 are subject to room tax at the current percentage 
rate shown on the report form.  Multiply line 6 by the tax percentage, and enter the 
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resulting tax amount on line 7.  Any tax collected over this amount must be reported 
as excess tax on line 8. 
The total on line 9 is subject to a 5% deduction as a fee for your expense of 
collecting and remitting the tax.  Enter 5% of line 9 on line 10.  The transient room 
tax due from the operator is the result of line 9 less line 10 and entered on line 11. 
 
Line 14 will be any adjusting amount, such as overpayments or shortages of total 
tax paid by the operator on previous returns. 
 
Line 15 is the total adjusted tax plus penalty and interest (line 11 plus lines 12, 13), 
plus previous shortages (add line 14), or less previous overages (subtract line 14). 
 

Penalties & Interest: 
 
Failure to file the return and pay the tax by the due date subjects the operator to a penalty of 
10% of the tax if one to 30 days past due, and an additional 15% of the tax if 45 days past the 
due date, plus 1% interest per month past due.  The NMC provides that unpaid taxes, penalties, 
interest and collection costs shall constitute a lien prior to all other claims on all tangible 
personal property used in the business of an operator within Newport.  Non-payment due to 
fraud shall result in a 25% additional penalty, and possible seizure and sale of the property. 
 
How to File 
 
In accordance with the provisions of the NMC regarding transient room tax, returns and 
remittances of the room tax shall be made directly to the City of Newport, Finance Department, 
169 SW Coast Highway, Newport, Oregon 97365.  NOTE:  A tax return must be filed each 
month even if revenue is zero.  Mailed returns and remittances must be postmarked on or 
before the 15th day of the month following the close of the accounting period.  Remittances 
should be made payable to the City of Newport.  Please do not mail cash. 
 

Please refer to NMC, Chapter 3.05 for more detailed information 
regarding the transient room tax and reports.  A copy of the code is 
included beginning on page 7 of this manual. 

 
For additional information or questions, please contact the City of Newport Finance 
Department at (541) 574-0621. 
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