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Council Business Meeting 
May 4, 2021 

Agenda Item 
Approval of Agreements with HdL Companies for Food & Beverage Tax 
Administration and State of Oregon Department of Revenue for Transient 
Lodging Tax Administration 

From Melanie Purcell Finance Director 

Contact Melanie.purcell@ashland.or.us; (541) 552-2003 

SUMMARY 
This item is continued from the April 20 Business Meeting due to time constraints. Approval is being 
requested to enter into agreements with HdL Companies for administration of the City of Ashland’s Food 
and Beverage tax and with the State of Oregon Department of Revenue for Transient Lodging Tax 
Administration. The agreements represent opportunities to reduce costs of administering two significant 
taxes while maintaining or increasing the City’s audit and service capacity.    
POLICIES, PLANS & GOALS SUPPORTED 
Section 2: E. Analyze various departments/programs with the goal of gaining efficiencies, reducing costs, and 
improving City services.  
Recommendation of the Cost Review Ad-Hoc Committee to seek efficiencies. 
PREVIOUS COUNCIL ACTION 
N/A 
BACKGROUND AND ADDITIONAL INFORMATION 
As part of the City’s continuous review of operations to find more efficient operating tools to provide optimal 
services to citizens, staff received proposals and interviewed two firms specializing in tax administration 
services: HdL Companies and Avenu. In comparison with the City’s costs, it was determined that only the 
administration of the Food and Beverage tax with possible transition of the business licenses would be 
cheaper than the current staffing model. The proposal includes auditing and data collection beyond the City’s 
current capacity and customizable to the City’s economic development information needs. The proposal is for 
three years starting at $10 per processed account per year with $1 per account increases each year. This totals 
approximately $32,320 per year.  
Staff was introduced to the new State of Oregon program for Transient Lodging Tax (TLT) administration 
through the League of Oregon Cities in January. The State’s TLT program combines the savings of state-wide 
volume with customized elements for each municipality participating. The costs, approximately $20,000 
annually, also include the cost of auditing filings and collections. To administer the City’s taxes, the City will 
need to update its ordinance to be consistent with state law in terms of language and to delegate collection 
authority to the State. An updated ordinance will be brought to City Council for consideration in June 2021.  
The cost of both programs, approximately $52,320 the first year, are less than the cost of three-quarters of a 
full-time employee which is the equivalent the City currently spends on these services. By transitioning 
services early in the summer to the contracted format, the City expects to be able to meet the increased 
demand for customer service when facilities open without filling a vacant three-quarter time position, saving 
money, and increasing capacity through the next biennium.   
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FISCAL IMPACTS 
The funds for these contracts are budgeted within the Utility Billing/Customer Service division of the Finance 
Department. The first-year costs are estimated to be $52,320 for both agreements with annual increases for 
HdL Companies of approximately $2,760 to $3,000 the second and third year of the agreement. The 
intergovernmental agreement with the State of Oregon Department of Revenue does not indicate specific 
increases and is a year to year proposal.  
STAFF RECOMMENDATION 
Staff recommends approval of the agreement with HdL Companies for Food and Beverage tax 
administration and Business License Fee administration services for $10 per processed account per year and 
35 percent of all recovered revenue as detailed in the attached agreement. 

 
Staff also recommends approval of the intergovernmental agreement with the State of Oregon Department of 
Revenue for Transient Lodging Tax administration services for $175 per vendor per year as detailed in the 
attached agreement.  
ACTIONS, OPTIONS & POTENTIAL MOTIONS 
1. I move to approve the three-year agreement with HdL Companies for Food and Beverage tax 

administration and Business License Fee administration services commensurate with the $10.00 per 
processed account per year proposal in year one and increasing by $1.00 per account per year for years 
two and three. 

AND 
2. I move to approve the intergovernmental agreement with the State of Oregon Department of Revenue for 

Transient Lodging Tax administration services for $175 per vendor per year.  
ATTACHMENTS 
Attachment 1: State of Oregon Department of Revenue Transient Lodging Tax Collection Intergovernmental 
Agreement 
Attachment 2: HdL Companies Tax & Fee Administration Services proposal, dated March 10, 2021 
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TRANSIENT LODGING TAX COLLECTION  INTERGOVERNMENTAL 
AGREEMENT 

 This Transient Lodging Tax Agreement (“Agreement”) is entered into between the State 
of Oregon, acting by and through its Department of Revenue (the “Department”) and the       
(“City”), under the authority of ORS 305.620. 

 In consideration of the conditions and promises hereinafter contained, it is mutually 
agreed by the parties that the Department shall supervise and administer, according to the terms 
and conditions set forth in this Agreement, the Local Tax on transient lodging by transient 
lodging providers authorized under ORS 320.365 and approved by the voters of City. 

 (1) Definitions.  As used in this Agreement the following terms have the meanings 
ascribed to them: 

 (a) “Confidential Information” means the information on Local Tax returns administered 
pursuant to ORS 305.620, any information in the reports required under Sections 8 and 9 of this 
Agreement from which information about a particular Local Taxpayer is discernable from the 
report due to a small number of Local Taxpayers in City or similar factors, and any other 
information exchanged between the Department and City related to this Agreement, which is 
confidential under ORS 314.835. 

(b) “Fees” means collectively the Administrative Services Fee, Business Fee and any 
additional fees described in Section 5 of this Agreement. 

 (c) “Local Government” means a city or county that has entered into a form of this 
agreement with the Department under the authority of ORS 305.620 for the Department to 
collect Local Taxes authorized under ORS 320.365. 

 (d) “Local Tax” or “Local Taxes” means the Local Transient Lodging Tax imposed by 
City, together with any additional interest or penalties provided for by state statute or the 
Department’s rules; it does not include any additional penalties or fees that City may assess 
against its Local Taxpayers. 

(e) “Local Taxpayer” means a Transient Lodging Provider, or a Transient Lodging 
Intermediary, with a lodging facility located in the taxing jurisdiction of City. 

(f) “Ordinance” means the ordinance imposing a Local Tax adopted by the governing 
body of the City that is attached hereto as Exhibit B and by this reference incorporated herein. 

(g) “Taxpayer” means a Transient Lodging Provider or Transient Lodging Intermediary 
with a lodging facility located in a taxing jurisdiction which has opted to have the Department of 
Revenue administer their local transient lodging tax program throughout Oregon. 

 (h) “Transient Lodging” has the meaning given in ORS 320.300(11) 

 (i) “Transient Lodging Intermediary” has the meaning given in ORS 320.300(12)  

(j) “Transient Lodging Provider” has the meaning given in ORS 320.300(13). 
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 (2) General Administration.  The Department shall be responsible for all aspects of 
Local Tax administration, including, but not limited to, adopting administrative rules; auditing 
returns; assessing deficiencies and collecting the Local Tax and penalties and interest under 
applicable statutes, including but not limited to ORS 305.265, ORS 305.220, and ORS 314.400; 
making refunds; holding conferences with Local Taxpayers; handling appeals to the Oregon Tax 
Court; issuing warrants for the collection of unpaid taxes; determining the minimum amount of 
Local Tax economically collectible; and taking any other action necessary to administer and 
collect the Local Taxes.  The Department has adopted rules related to the taxation of Transient 
Lodging under ORS chapter 320.  City understands and agrees that such rules will be applied in 
administering the Local Tax. 

 (3) Level of Service.  In performing its duties, the Department may in its sole discretion 
determine what action shall be taken to enforce provisions of the law and to collect the Local 
Tax.  In exercising its discretion, the Department shall provide a level of services that are 
comparable to the level of services it provides in the administration of the State of Oregon 
transient lodging tax laws and the collection of such taxes owed to the State of Oregon.  If the 
Department deems it necessary to vary substantially from this standard, the Department shall 
first notify City of the need and obtain City’s consent.  The Department shall provide all forms 
necessary for implementation of the Local Tax, including forms for transient lodging tax returns, 
exemptions and refunds. 

 (4) Transfer of Taxes to City.  Beginning at the end of the first full quarter after 
execution of this Agreement, the Department shall remit to City the amount of Local Taxes 
collected in the preceding quarter less amounts withheld to pay the Department’s Fees and other 
costs as described in this Agreement within 60 days of the return due date for the quarter. The 
Department shall notify City if, because of inability to move funds electronically or otherwise 
through the banking system, a force majeure event described in Section 26 of this Agreement or 
other exigent circumstance, the Department is unable to transfer the Local Tax collected to City 
as provided in this Section. In that event, the Department shall provide an estimate, if possible, of 
when it expects to be able to transfer the Local Taxes collected to City.  The Department may 
enter into an agreement with another state government agency to fulfill the requirements of this 
Section 4, provided that said government agency can comply with the requirements of this 
section. 

 (5) Fees.  In order to recover its costs to collect and transfer the Local Tax as provided in 
this Agreement the Department shall be paid the following three fees: 

 (a) “Administrative Services Fee”: Pays for the establishment and maintenance of 
financial systems needed to administer and distribute Local Taxes.  The fee shall be calculated 
annually as a percentage of the equivalent of 60 hours of work conducted for the Department of 
Revenue by the Department of Administrative Services, divided among the Local Governments 
in proportion to the number of Taxpayers in each Local Government. This fee shall be charged 
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only if the Department of Administrative Services provides transfer services as described in 
section (4). 

 (b) “Business Fee”: Pays for the Local Tax administration activities set forth in this 
Agreement.  The fee shall be calculated as a percentage of the Department’s Business Division 
annual expenses for the administration of all lodging taxes, with the total fee increasing in direct 
proportion to the number of Local Taxpayers.  The total amount per Local Taxpayer billed to 
City under the Business Fee shall not exceed 0.035 percent of the Department’s Business 
Division expenses for the administration of all lodging taxes; 

 FOR EXAMPLE, in a hypothetical with the following assumptions: 

  1,000 Taxpayers 

  50 Local Taxpayers in the City of Mainville 

  2 Local Taxpayers in the City of Middletown  

  Business Division’s Lodging Tax Expenses: $500,000 per year 

  Hourly DAS rate: $99/hour   

The fees would be calculated as follows: 

Administrative Services Fee = ($99/hour * 60 hours) / 1,000 Taxpayers = $5.94 
per Local Taxpayer per year 

Business Fee = $500,000 in lodging tax expenses per year * 0.035% = $175 per 
Local Taxpayer per year 

City of Mainville: ($5.94 Administrative Services Fee + $175 Business Fee) * 50 
Local Taxpayers = $9,047.00 in fees 

City of Middletown: ($5.76 Administrative Services Fee + $175 Business Fee) * 
2 Local Taxpayers = $361.52 in costs 

(c) In addition to the Fees described above, the Department may withhold or otherwise 
recover from City the Department’s costs for additional services not described in this Agreement 
related to the Local Tax; such additional costs may include, without limitation, requests for 
audits from City that exceed the scope of the Department’s normal audit procedures, requests for 
research or advice from the Department or the Oregon Department of Justice attorneys, or 
specially appointed counsel, regarding the Local Tax. 

(d) If the Department determines that its costs cannot be covered by the maximum fees 
outlined in this Section 5, the Department will notify City of the amount by which the 
Department has determined the Fees must increase.  If the Department and City do not agree 
upon a Fee increase and related amendment to this Agreement, then this Agreement may be 
terminated by either party in accordance with Section 16 of this Agreement. 
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(e) The Department may recover its costs to administer the Local Tax, per ORS 
305.620(5). The above formula is intended to produce the Department’s best estimate of its costs 
to administer the Local Tax. 

(6) Withholding for Fees and Rebate.  The Department shall withhold from the Local 
Taxes collected and each transfer to City an amount equal to four percent (4%) of the Local 
Taxes collected.  In the first quarter of each calendar year, the Department will reconcile the 
amounts withheld in the previous year with the total Fees assessed and provide a reconciliation 
in the Department’s annual report described in Section 9 of this Agreement.  If the amount 
withheld in a calendar year exceeds the amount of the Department’s Fees, the Department will 
rebate the balance of the Local Taxes withheld to City by the end of the first quarter following 
the year of withholding.  If the amount withheld does not cover the Department’s Fees for the 
preceding year, the amount of the shortfall will be withheld from subsequent transfers of Local 
Taxes collected until the Department’s Fees are fully paid, or in its discretion the Department 
may invoice City for the unpaid amount of the Department’s Fees.   

(7) Recovery of Overpayments.  If the amount of Local Taxes paid to City under this 
Agreement exceeds the amount to which City is entitled, the Department may, after notifying 
City in writing, withhold from later payments due City under this Agreement such amounts, over 
such periods of time, as are necessary to recover the amount of the overpayment. 

 (8) Department Quarterly Reports.  Beginning with the first full calendar quarter after 
the execution of this Agreement and continuing each calendar quarter thereafter, within sixty 
(60) days after the due date for quarterly Local Tax returns, the Department shall provide City 
with a report indicating the amount of Local Taxes collected, the Department’s Fees incurred, the 
amount withheld under Section 6 of this Agreement and the cumulative amount of delinquent 
Local Taxes for each lodging provider in City’s jurisdiction.  The information in this report must 
be treated as potentially revealing Confidential Information and shall be protected as described in 
Section 15.  City shall adopt procedures to prevent Confidential Information from being 
disclosed, except as consistent with this Agreement.  The Department and City may disclose any 
non-confidential information from a report when required to do so by law, including the Oregon 
Public Records Law, ORS 192.311 to 192.478. 

 (9) Department Annual Reports.  In the first calendar quarter of each year, the 
Department shall provide a written annual report of the preceding calendar year to City showing 
the total amount of Local Taxes collected, refunds paid, the expenses of administering and 
collecting the Local Tax, and other pertinent information.  The report shall show the total amount 
withheld by the Department under Section 6 of this Agreement and shall show the Department’s 
Fees, charged by category.  In the report, the Department shall also make recommendations 
concerning changes in Local Tax Ordinances, procedures, policies, Local Tax administration and 
related matters, as the Department deems necessary and appropriate.  The information in this 
report must be treated as potentially Confidential Information and shall be protected as described 
in Section 15.  City shall adopt procedures to prevent Confidential Information from being 
disclosed, except as consistent with this Agreement.  The Department and City may disclose any 
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non-confidential information in the report when required to do so by law, including the Oregon 
Public Records Law, ORS 192.311 to 192.478. 

 (10) City Reports.  Within sixty (60) days of the effective date of this Agreement, City 
shall provide the Department with a list of zip code areas that are within its jurisdiction for 
purposes of imposing the Local Tax. City shall review all reports and reconciliations provided to 
it by the Department and shall promptly notify the Department of any perceived errors or 
omissions in such reports. 

(11) Records Maintenance and Access.  Each party shall maintain its records relevant to 
this Agreement, the Local Taxes and Local Taxpayers for the period of time specified and in the 
manner required under the document retention and archiving requirements applicable to it that 
are established under ORS 192.005 to 192.170.  Upon written request, each party may examine 
the records of the other party at a time and location that is convenient and without extra cost to 
the holder to the records; provided, however, any requests for records made in connection with 
litigation or other efforts to collect the Local Tax shall be immediately provided in the time and 
manner requested. 

 (12) Ordinance and Notification of Changes.  Contemporaneous with the execution of 
this Agreement, City shall provide a copy of the Ordinance to Department for incorporation into 
this Agreement as Exhibit B.  In order to insure consistency in administration of the Local Tax, 
each party shall notify the other of any change in applicable law, including changes to the 
Ordinance and any state or local regulations or rulings interpreting the Local Tax or the 
Ordinance, any changes in rates or changes in the City’s boundary at least ninety (90) days prior 
to the effective change, unless it is not legally possible to provide ninety (90) days’ notice or 
both parties mutually agree to effect such changes in less than ninety (90) days.  Each party shall 
notify the other of any change in administration of the Local Tax under this Agreement.  The 
parties shall cooperate in amending the Ordinance or in seeking any amendments to ORS 
320.365 or ORS 305.620 they deem necessary. 

(13) Information.  The parties will cooperate in the exchange of information and making 
public announcements to facilitate effective administration of the Local Tax and maintain 
consistency in public announcements and information.  Policy announcements, announcement of 
changes to the Ordinance, and all public relations related to the Local Tax will be handled by 
City.  The Department shall promptly notify City of any issue arising in the administration of the 
Local Tax that would require any legislative change or affect City’s policy, including any policy 
that relates to the amount of Local Tax collected.  Nothing in this section shall prohibit the 
Department from conducting its own outreach activities to increase awareness and knowledge of 
Local Tax obligations. 

 (14) Limits and Conditions.  To the extent limited by applicable provisions of Article 
XI of the Oregon Constitution or other governing law, and within the limits of the Oregon Tort 
Claims Act applicable respectively to the Department and City, each party shall indemnify the 
other for damage to life or property arising from their respective duties and obligations under this 
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Agreement, provided neither party shall be required to indemnify the other for any such liability 
arising out of a party’s own negligent or wrongful acts. 

 (15) Confidentiality.   

(a) Confidential Information may be disclosed to City by the Department, at the 
discretion of the Department, only for purposes of carrying out the administration of the Local 
Tax .  Requests for Confidential Information may be made by City by giving not less than ten 
(10) days’ notice to the Department, stating the information desired, the purposes of the request, 
and the use to be made of such information.  If the compilation of the requested information is 
not reasonably feasible, the Department shall so advise City and may decline to provide the 
requested information. 

 (b) ORS 314.840(3) requires that employees and representatives of City who receive 
Confidential Information must be advised in writing of the provisions of ORS 314.835 and 
314.991(3), relating to the penalties for unlawful disclosure.  Prior to being given access to 
Confidential Information, all City employees involved in the performance of this Agreement 
must review the DOR Secrecy Clause and sign the DOR Secrecy Laws Certificate (substantially 
in the form of Exhibit A, attached hereto and by this reference incorporated herein) certifying the 
employee understands the confidentiality laws and the penalties for violating them.  Annually 
thereafter, (on or before a date specified by the Department), or upon request by the Department, 
such City employees must review and sign the latest versions of the Secrecy Clause and the 
Secrecy Laws Certificate.  All signed Secrecy Laws Certificates must be immediately emailed to 
the designated Department Authorized Representative (indicated below).  When the employee 
terminates employment with City, City will forward the certificate to the Department’s 
Authorized Representative indicating the employee is no longer employed by City.  A listing of 
every person employed by City that is authorized to request and receive Confidential Information 
identified in this Agreement must be sent by City to the following designated representative:  

Andrew Trolan 

Title: Transient Lodging Tax Program Manager 

Contact Email: Andrew.Trolan@Oregon.Gov 

(c) Upon request and pursuant to the instructions of the Department, City shall return or 
destroy all copies of Confidential Information provided by the Department to City, and City shall 
certify in writing the return or destruction of all such Confidential Information. 

 (d) The administrative rules implementing ORS 314.835 and ORS 314.840 as amended 
from time to time during the term of this Agreement, shall apply to Confidential Information 
under this Agreement. 

 (e) City shall comply with the requirements of ORS 646A.600 to 646A.628 in the event 
of a breach of security or disclosure of confidential information. 

 (16) Term.  The term of this Agreement shall be from the date it is executed by all 
parties and until it is terminated by operation of law or by either party, at its discretion upon at 
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least ninety (90) days prior written notice.  Prior to the termination date specified in written 
notice provided under this section or Section 17 below, City and the Department will continue to 
perform their respective duties and obligations of under this Agreement.  After the termination 
date, the Department will cease all collection and other activities under this Agreement, unless 
prior to the termination date the Department and City agree in writing that the Department may 
continue actions that are pending before the Oregon Tax Court or the Oregon Supreme Court, or 
are being collected after judgment or stipulation.  In addition, after the termination date the 
Department will continue to remit to City any Local Taxes received by the Department, after 
deduction of the Department’s actual costs, until all matters pending on the date of termination 
have been resolved or collected.  The Department shall administer the Local Tax for City 
beginning with the calendar quarter commencing after this Agreement is executed, However, if 
this Agreement is fully executed on or before the 15th day of the calendar quarter, the 
Department shall begin administering the Local Tax for the quarter in which this Agreement is 
executed. 

 (17) Default and Remedies.  A party shall be in default under this Agreement if it fails 
to perform any of its duties and obligations under this Agreement, and fails to cure such 
nonperformance within ninety (90) days after the other party provides written notice specifying 
the nature of the nonperformance.  If the nonperforming party does not cure its nonperformance, 
or provide a satisfactory explanation to the other party of its performance under this Agreement, 
the other party may terminate this Agreement immediately or at a later date specified in written 
notice provided to the nonperforming party.  In addition to termination of this Agreement, in the 
event of default by a nonperforming party, the other party may pursue any remedies available in 
law or equity, including an action for specific performance. 

 (18) Notices.  All notices, documents, and information shall be sent as follows: 

      Oregon Department of Revenue 
Transient Lodging Tax  
PO Box  
Salem, OR 97309 
 

 (19) Amendments.  The provisions of this Agreement shall not be waived, altered, 
modified, supplemented, or amended, in any manner whatsoever, except by written instrument 
signed by both parties. 

 (20) Successors and Assigns.  This Agreement shall be binding and inure to the benefit 
of the parties, their assigns, and successors. 

 (21) Severability.  If any provision of this Agreement shall be held invalid or 
unenforceable by any court of competent jurisdiction, such holding shall not invalidate or render 
unenforceable any other provision hereof. 

 (22) Representations.  Each party represents to the other that the making and 
performance of this Agreement: (a) have been duly authorized by its governing body or official, 
(b) does not and will not violate any provision of any applicable law, rule, regulation, or order of 
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any court, regulatory commission, board or other administrative agency or any provision of any 
applicable local charter or other organizational document, and (c) do not and will not result in the 
breach of, or constitute a default or require any consent under any other agreement or instrument 
to which the party is bound. 

 (23) Governing Law, Consent to Jurisdiction.  This Agreement shall be governed by 
and construed in accordance with the laws of the State of Oregon without regard to principles of 
conflicts of law.  Any claim, action, suit or proceeding (collectively “Claim”) between the 
Department and City regarding the enforcement or interpretation of this Agreement shall be 
brought and conducted solely and exclusively within the Circuit Court of Marion County for the 
State of Oregon.  The parties understand and agree that any action brought to determine the 
amount of Local Tax owed by a Local Taxpayer, whether brought solely by the Department or in 
conjunction with City shall be brought solely in the Oregon Tax Court. 

(24) Nonappropriation.  The obligation of each party to perform its duties under this 
Agreement is conditioned upon the party receiving funding, appropriations, limitation, allotment, 
or other expenditure authority sufficient to allow the party, in the exercise of its reasonable 
administrative discretion, to meet its obligations under this Agreement.  Nothing in this 
Agreement may be construed as permitting any violation of Article XI, sections 7 or 10 of the 
Oregon Constitution or any other law limiting the activities, liabilities or monetary obligations of 
each party. 

(25) Survival.  All rights and obligations of the parties under this Agreement will cease 
upon termination of the Agreement, other than the rights and obligations arising under Sections 
14, 16 and 17, and those rights and obligations that by their express terms survive termination of 
this Agreement; provided, however, that termination of this Agreement will not prejudice any 
rights or obligations accruing to a party prior to termination. 

(26) Force Majeure.  Neither party is responsible for any failure to perform or any delay 
in performance of an obligation under this Agreement caused by fire, civil unrest, labor unrest, 
natural causes, or war, which is beyond that party’s reasonable control.  Each party shall, 
however, make all reasonable efforts to remove or eliminate such cause of failure to perform or 
delay in performance and shall, upon the cessation of the cause, diligently pursue performance of 
its obligation under this Agreement.   

(27) Counterparts.  This Agreement may be executed in counterparts, all of which when 
taken together shall constitute one agreement, notwithstanding that all parties are not signatories 
to the same counterpart.  Each copy of this Agreement so executed constitutes an original. 

(28) Merger.  This Agreement and any exhibits constitute the entire agreement between 
the parties on the subject matter hereof.  There are no understandings, agreements or 
presentations, oral or written, not specified herein regarding this Agreement.   

Each party represents that this Agreement, when fully executed and delivered will 
constitute a legal, valid and binding obligation of the party in accordance with its terms, and that 
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the person signing below is the authorized representative of the party with full power and 
authority to bind his/her principal to this Agreement. 
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EXHIBIT A 

 

DOR 

SECRECY CLAUSE 

 and  

SECRECY LAWS CERTIFICATE 
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City of 

Ashland, OR 
TAX & FEE ADMINISTRATION SERVICES 

March 10, 2021 

SUBMITTED BY 

HdL Companies 

120 S. State College Blvd., Suite 200 

Brea, CA 92821 

hdlcompanies.com 

CONTACT 

George Bonnin 

T: 714-879-5000 

E: gbonnin@hdlcompanies.com 



Dear Melanie, 

Thank you for the opportunity to present this proposal for HdL’s Tax & Fee Administration 
Services.   Please be advised that we maintain a busy implementation schedule throughout the 
year.  Your position in the implementation schedule will be determined when a signed agreement 
is received.   

This proposal is valid until May 31, 2020. 

Should you have any questions, please contact me at 888.861.0220 or by email at 
gbonnin@hdlcompanies.com.   

 

Tax & Fee Administration Fee Schedule 
 

Service Compensation 

Business License\ Food and 
Beverage Tax Administration 
Services 

Year 1 - $10.00\processed account\year  

Year 2 - $11.00\processed account\year + CPI 

Year 3 & beyond - $12.00\processed account\year + 
CPI 

  Revenue Discovery/Audits 35% of all recovered revenue 

 
 

General Scope of Work 

Business License Tax Administration (Includes Revenue Discovery/Audits) 
 
HdL offers robust solutions for managing compliance of municipal Business License Taxes and 
its related functions.  HdL is ever mindful of the important role that customer service plays in the 
successful implementation of a compliance and revenue collection program. Therefore, HdL will 
make every effort to ensure that all communications with the City’s business community is kept 
at a professional level maintaining a careful balance between compliance, revenue collection, 
tactfulness, sensitivity and taxpayer education. 
 
The Business License Tax Administration Service provides a turnkey approach for local 
governments that need assistance with administering business license taxes.  Our team of 
experts can manage all or parts of the business tax operations conducted by the City.  When 
combined with the Compliance Management services, the City receives the benefit of increased 
revenues and superior customer service, while reducing internal costs and gaining efficiencies. 

 
 

 HdL will transfer the City’s existing databases as they relate to business license tax into HdL’s 
internal administration tools.  HdL will maintain the data and provide access to or copies of data 
or reports at the City’s request.  While access to online systems will be available for the City to 
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use at their discretion, the City will not be required to use or maintain any software in house for 
managing the business license registry. 

 
Renewal Processing – Send active business license accounts a renewal notice within 45 days 
of the renewal period ending.  Accounts will receive all applicable forms necessary to complete 
the renewal process. 
 
New Account Processing – HdL will process any new business license applications and 
complete the new account registration process in a timely fashion. HdL will also facilitate intra-
city departmental approvals such as zoning, code compliance, fire inspection, and other 
regulatory related functions. 
 
Delinquent Account Processing – HdL will endeavor to collect delinquent accounts through a 
series of City approved processing methods.  This will include at minimum two follow up 
delinquent notice and up to two telephone calls.  Delinquent accounts will be collected with full 
penalties as allowed by the Municipal code or through current City practices.  Accounts that 
remain delinquent will be processed through the City approved processes established in HdL’s 
collections component of the Compliance Management Program. 
 
On-Line Filing & Payment Processing – HdL registers a City approved domain name which 
will serve as the starting point for all web-based activities.  This City specific site is designed to 
look and feel like the City’s own web pages and ensures a level of continuity between the business 
community, the City, and HdL.  
 
With HdL Flex File, businesses can choose to file their new business registration as well as renew 
their license and make payments via our on-line filing portal.  In addition to filing and paying for 
taxes, businesses can obtain copies of applications, general support and FAQs, schedule 
appointments and request copies of their tax registration all with the click of a button.  Our on-line 
services underscore HdL’s commitment to excellence in customer service and education by 
continually improving the registration and payment experience for the business community.  
 
Payment Posting/Processing – HdL will process all payments received in an expedited manner.  
License accounts will be updated daily with payment information and revenues to be disbursed 
to the City net applicable fees at an interval to be agreed to during the project planning phase. 
Disbursements typically occur monthly but can be remitted as often as weekly depending on 
volumes and City needs. HdL’s payment acceptance process accepts the following payment 
types: 
 
✓ Check / Money Order /Cashier’s Check 
✓ E-Check 
✓ Debit Cards 
✓ Credit Cards (Visa, Mastercard, Discover, & American Express) 
✓ Check by Phone 
 
HdL currently utilizes multiple payment gateway providers for on-line payment acceptance.  HdL 
will work with the City to determine which provider, rate structures, and card types meet the City’s 
needs.  HdL can also utilize the same provider and process used by the City’s current on-line 
functionality. 
 
Business Support Center – HdL will provide businesses with multiple support options for 
registering, renewing, making payments and for general inquiries.  A toll-free number will be 



provided to businesses in order to access one of our license specialists Monday-Friday 8:00am 
to 5:00pm Pacific. Businesses will also have access to support via, e-mail, fax, and via the 
Business Support Center On-Line. HdL constantly monitors quality control points to ensure 
courteous customer service, minimal hold times under 2 minutes, and the return of voice 
messages the same business day. 
 
Business License Tax - Revenue Discovery 
 
Enriched Data Portfolio / Lead Identification – Utilizing data provided by the City, as well as 
the HdL Enriched Data Portfolio (EDP), HdL’s team builds an enhanced listing of entities 
subjected to licensure or taxation including, but not limited to, those businesses physically located 
in the City, itinerant businesses, and entities participating in the sharing economy such as short-
term rentals (STRs), drive sharing services and others.  These entities are electronically matched 
to the existing files of the City using advanced data matching algorithms, allowing HdL staff to 
identify which entities are compliant and which entities require follow up. 
 
Field Surveys – Experienced field crews, equipped with the most advanced tools available 
(mobile mapping/GPS systems, tablet computers pre-loaded with various City and state-wide 
databases, etc.) may canvass commercial areas of the City to develop and enhance the leads 
identified in the EDP.   Field Surveys provide additional inventories of active businesses as well 
as to provide on-site verifications of data culled from other sources. 
 
Exception Resolution – Records are reviewed by our skilled team members, filtering out records 
that may lead to erroneous contacts. This extra step allows staff to find additional revenues not 
otherwise identifiable through electronic means and assists in reducing potential complaints 
levied at City staff and management from pursuit of false positives. 
  
Compliance Communication and Outreach – Upon exception resolution, HdL staff initiates 
contact with the identified entities through a series of City approved communication methods.  
HdL makes every effort to simplify the process for taxpayers and utilizes a variety of mediums for 
communication including mail, telephone, email and web-site access. Potential non-compliant 
entities are notified of their options to comply or dispute their non-compliant status.  Initial 
notification packets include everything a business needs to become compliant and multiple 
methods of resolving their accounts. 
 
Business Support Center – HdL operates a business support and service center where the 
business community can access expert staff during normal business hours.  Businesses calling 
our toll free line can expect minimal hold times along with access to a variety of options which 
include filing support, payment options, resolution of specific tax issues and other services 
designed to reduce the burden of registering and filing taxes.  Our team of experts, including our 
resident Certified Revenue Officers (CRO), implements a business friendly and education centric 
approach to supporting the business community in all aspects of the management and 
compliance process. 
 
Business Support Center ~Online – Businesses are encouraged to take advantage of the 
range of services available on-line, 24 hours a day, seven days a week.  With HdL Flex File, 
businesses can choose to file their new business registration as well as make payments via our 
on-line filing portal.  In addition to filing and paying for taxes, businesses can obtain copies of 
applications, general support and FAQs, schedule appointments and request copies of their tax 
registration all with the click of a button.  Our on-line services underscore HdL’s commitment to 



excellence in customer service and education by continually improving the registration and 
payment experience for the business community. 
 
Document Submission / Processing – Whether the taxpayer chooses to respond by mail, email 
or our online filing website, each application submission is reviewed for completion and accuracy 
prior to processing.  Any additional documentation needed to complete the approval of a 
submission, such as a home occupation permit, can also be requested or forwarded to other City 
departments either as a pre-requisite or as a courtesy to the business. All submissions are filed 
and stored electronically and made available to the City via standard reporting processes or upon 
request. 
 
Invoicing – Once an application is approved, invoices are forwarded to the taxpayer indicating 
detailed tax calculations and balances owed.  Taxpayers are provided the opportunity to pay their 
balances via mail, online, or over the phone services. Taxpayers will also have continued access 
to our Business Support Center for any questions or disputes arising from the invoice process. 
 
Registry Update – Upon collection of all requirements which may include the payment, 
application and/or other documentation, HdL will prepare a Registry Update package to include 
payment as well as copies of all taxpayer correspondence and other relevant information.  Data 
in the City registry file stored in the HdL Prime Software Suite is updated daily with packages 
from the Compliance Management Services.  Once completed, the business will be processed 
through the standard processes approved through the HdL Operations Management Component. 
 
Business License Tax – Audits 
 
Analysis & Selection – Audit candidates are selected using a variety of selection methodologies 
developed by our audit team using decades of business license tax audit experience.  Preliminary 
analysis reports on each business selected are shared with the City prior to moving through the 
audit phases. 
 
Audit Notification & Scheduling – Businesses selected by HdL and approved by the City are 
sent a letter notifying them of a scheduled Compliance Analysis Audit.  Every effort is made to 
promote a positive experience for the taxpayer.  A detailed description of the requirements and 
relevant documentation required for the audit is provided to the business 2 weeks in advance of 
the proposed audit date. If the business is unable meet the audit date selected by the City all 
efforts to reschedule the audit to a more accommodating date will be made. Businesses are also 
afforded the opportunity to schedule flexible appointment times by contacting the Business 
Support Center or visiting our online support center. 
 
Compliance Analysis & Audit – The HdL audit team will audit the financial records of the 
business to determine compliance with business tax regulations.  HdL validates taxing variables 
such as gross receipts and other relevant information for determining compliance. In addition to 
identifying underreporting issues, the HdL Audit Program will also focus on other compliance 
related issues such as assuring correct classifications, multiple location allocation, apportionment 
issues, and identifying business to business relationships that may create tax liability for 3rd 
parties. 
 
Audit & Compliance Report – Upon completion of the audit and analysis, and prior to additional 
actions, a compliance report will be generated and reviewed with the City.  The report will indicate 
specific results of the review and recommended future actions.  Documentation that substantiates 



the findings in the report will be included with the report to assist the City and HdL in determining 
next step of the process. 
 
Deficiency and Commendation Notification – Upon final review of the audit and analysis report 
businesses that are found to have deficiencies will be notified of the findings as well as the 
payment and appeal processes.  HdL will also work with businesses found to be deficient to 
explain the current findings and educate taxpayers on proper future filing procedures so as to 
prevent future errors and deficiencies.  Businesses found to be in compliance, will be sent a 
commendation letter thanking them for their compliance. 
 
Invoicing & Collections – Business found to be underreporting are invoiced through the 
standard City approved collections process.  Balances are collected and remitted along with 
supporting documentation to the City through the approved remittance processes. 
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