CR 0101 (03/01/08)

INSTRUCTIONS FOR THE

COLORADO BUSINESS REGISTRATION ¢ FORM CR 0100

The CR 0100 serves many purposes and is reviewed by more than
one government agency. It may be used to open one account or to
add an additional location to an existing account. Please complete
all areas of the sections indicated below for the account types you
need. Colorado Department of Revenue forms and publications
referenced in this document are available on the DOR Web site at
www.taxcolorado.com (If you obtain this form from our Web site,
the Department will need 3 copies of the completed form).

* To register a trade name - complete sections A, B, Eand F.

* To apply for a state sales tax license, complete sections A,B,C.E
and F.

* To apply for wage withholding and unemployment insurance
accounts, complete sections A, B, D, F, G and H.

Refer to the following definitions.

= Wage Withholding. Employers are required to withhold state
income tax from all employees in Colorado.

* Oil and Gas Withholding. Every producer of crude oil, natural
gas, or oil shale shall withhold one percent from the amount

owed to any person owning a working interest, a royalty interest,

a production payment or any interest in carbon dioxide or oil
and gas production in Colorado. No withholding is required
from payments made to Colorado or the U.S. Government (see
Department of Revenue FYT General 4.)

* Unemployment Insurance Tax. Employers are required to pay

unemployment insurance (UI) tax on most employees including

corporate officers. Unemployment insurance taxes are not paid
for the following:

* Sole proprietors, their spouses, or their children under the age

of 21.
* Partners in a general partnership.
* Partners in a limited liability partnership (LLP).
e Partners in a limited liability limited partnership (LLLP).
* Members of a limited liability company (LLC).
UI tax provides benefits for employees who lose their jobs
through no fault of their own. Unemployment insurance is not

available through private insurance companies. Unemployment
insurance tax is collected by both state and federal government.

Be sure to complete both sides of the form since it is used to
determine your liability for unemployment insurance tax.

¢ Trade Names are registered with the Colorado Secretary of State.

e State Sales Tax License. A state sales tax license is required of

ALL businesses that sell tangible personal property in Colorado,

regardless of whether the sale is retail or wholesale.

e State and Local Sales. Colorado has a 2.9 percent sales tax.
Additionally, many cities and counties impose their own local

sales tax on purchases and transactions within their boundaries.
For information about rates, see “Colorado Sales/Use Tax Rates”
(DRP 1002) available through the DOR Forms Hotline, (303) 238-
FAST (3278). The DRP 1002 is revised in January and July of each
year. Or, visit the Department of Revenue Sales Tax Information

System at www.taxview.state.co.us

* RTD/CD/FD. The Regional Transportation District tax, the
Scientific and Cultural Facilities District tax, and the
Metropolitan Football Stadium District tax must be collected if
you make retail sales within the district [which includes the

counties of Denver, Boulder, Jefferson, Adams (west of Box Elder
Creek), Arapahoe (one mile east of Gun Club Road and south of

Quincy including Arapahoe Park) and Douglas (northeast
portion plus Highlands Ranch)].

County Lodging Tax. The following counties have a tax on
lodging services including hotels, motels, condominiums, and
camping spaces:

2.0% | Clear Creek, Fremont, 5an Juan and San Miguel

(Mountain Village Omitted)

1.9% | Alamosa, Archuleta, Chaffee, Conejos, Costilla, Delta,

1.8% | Grand (Winter Park omitted)

Hinsdale, Lake, La Plata (Durango omitted) Logan, Mineral,
Moffat, Montezuma (Cortez omitted), Morgan, Rio Blanco,
Rio Grande and Saguache.

0.9% | Bent

4% | Gunnison

Tax is remitted quarterly on Form DR 1485, "County Lodging Tax
Return".

Local Improvement District Tax (LID). A sales tax of 0.5%
within designated areas of southeast Jefferson and Boulder (Old
Town Niwot and Cottonwood Square) counties. Exemptions
include utilities and telephone and telegraph services. Service
fee is a deduction of 3 1/3% for timely filed returns. Boulder
county does not allow a service fee. Tax is remitted on form DR
0100 in the city /LID column. A sales tax of 0.2% applies in the
Flatirons Crossing Mall area and is collected by Broomfield.
Local Marketing District Tax. The Local Marketing District
levies a tax of 1.4% on lodging services including hotels, motels,
condominiums and camping spaces inside the town of Vail.
Alamosa county levies a 4% Local Marketing Tax on hotel and
motel rooms. Steamboat Springs levies a 2% Local Marketing
Tax. Tax is remitted quarterly to the Department of Revenue on
Form DR 1490 "Local Marketing District Tax Return".

Mass Transit District Tax. A sales tax of 0.5% in Eagle county and
.75% in Summit county. A sales/use tax of 0.5% in Pitkin county.
A service fee is a deduction of 3 1/3% for timely filed returns.

Tax is remitted on Form DR 0100 in the County column combined
with the county tax. Exemptions are the same as the county tax.
Rural Transportation Authority (RTA). The Roaring Fork RTA
includes a sales/use tax of 0.4% in Basalt and New Castle, 0.7%
in Carbondale and 0.6% in Glenwood Springs and some areas
within unincorporated Eagle County. The Pikes Peak RTA
includes all of El Paso County except for the towns of Calhan,
Fountain, Monument, Palmer Lake and Ramah. The sales/use
tax rate is 1%. A sales tax of .6% in Gunnison County, with the
exception of the cities of Marble, Ohio, Pitkin and Somerset.

A rate of .35% within the city limits of Gunnison. The tax is
remitted on form DR 0100 in the Special District column.
Short-term Rental Tax. Douglas county has ataxof 1% on
property rented for thirty days or less (excluding motor vehicle).
Tax is remitted on Form DR 1480.

Workers” Compensation Insurance. Employers must cover their
employees with workers’ compensation insurance which provides
benefits when employees are injured on the job. This insurance is
obtained through private insurance providers and is not obtained
by using this form. For more information about Workers'
Compensation, please contact the Customer Service Unit of the
Division of Workers' Compensation at (303) 318-8700.

If you have questions on how to complete this form, you may call:

Department of Revenue (DOR),
(303) 238-SERV (7378)

Department of Labor and Employment (DOLE),
(303) 318-9100 (Denver - metro area),
1-800-480-8299 (outside Denver - metro area)
Colorado Business Assistance Center
(303) 592-5920



SECTION A

Box 1. Reasons for filing this application.
e Original Application. A new (start-up) business.

e Change of ownership. An existing business that changes its legal
structure. Does not include changes of stockholders of
corporations and members in limited liability companies.

* Do you want this number assigned to a new location? If a
business with a sales tax account has more than one location, each
location must have a separate sales tax license. However, you may
elect to “branch” your account and file using one account number
for all locations; or you may open separate accounts for each
location and file separate returns. Check YES if you desire branch
accounting. The $50 deposit is due only on primary business
location.

Box 2. Type of Organization. Check the box that indicates the legal

structure for your business/organization.

NOTE: Married couples must register as a general partnership if
both spouses are owners of the business.

SECTION B
Line 1. Taxpayer Name. The name should be typed/printed as follows:

* Individual (sole proprietorship). Last name, first name, and
middle name or initial.

* General Partnership, Association or Joint Venture. The last
name, first name, and middle initial of two principal partners. If
there are additional partners, attach a separate sheet.

¢ Corporation, Limited Partnership, Limited Liability Company
(LLC), Limited Liability Partnership (LLP), or Limited Liability
Limited Partnership (LLLP). The legal name of the business must
be the same as filed with the Colorado Secretary of State.

* Government. Enter the legal name of the government agency.

* Estate, Trust or Receivership. The name of the estate, trust, or
receivership (e.g., Estate of John Doe; John Doe Trust; or ABC, Inc.
in Receivership).

Line 2a. Trade Name/Doing Business As. If the taxpayer will be
doing business under any name other than the name on Line 1, the
“trade name” should be typed/printed here. Trade names are
registered with the Colorado Secretary of State.

Line 2b. Federal Employer Identification Number (FEIN). If you have
not received your FEIN, leave this space blank. The application will be
processed without an FEIN. However, you must contact the
Department and provide your FEIN when available.

Line 3a. Street Address of Principal Place of Business.

» This is the physical location where business will be conducted in
Colorado. DO NOT use a post office box. If you do not have a
physical location in Colorado, type/ print a brief explanation (e.g.,
sales representative only).

o [f a business will be operating from variable locations, enter
“Mobile.”

» For sales tax purposes only, if a business will have multiple fixed
locations, a separate application should be filed for each location.

Line 4a/4b. In Care of (c/o) Mailing Address. If you want mail sent
to an address other than the street address, please enter the mailing
address here.

Line 5. Bank Name. Enter the name and address of your bank and
your account number. If you do not have a bank account when you
complete this form, you may leave the space blank.

Line 6. First Day of Payroll. Indicate the actual or projected date of
your first payday. Record the address and telephone number of the
location where the payroll records are stored. If you do not expect to
have a payroll, leave this space blank. ' '

Line 7. What products and/or services do you provide? A brief
description of products, services and /or function of the business/
organization. This information is also required in section H, page two
of this application. If your customers will rent items from you for 30
days or less, check the YES box. You may be required to collect tax on
the rental. See DOR FYI General 9, “Short Term Rental.” If you sell
motor vehicle tires, check the YES box. You may be required to collect
a fee on the sale of motor vehicle tires. See DOR FYI Sales 73, "Waste
Tire Recycling Fee." To obtain FYI publications, visit our website at
www.taxcolorado.com

Lines 8a through 9a. Owner/Partner/Corp. Officer. ALL ORGA-
NIZATIONS, INCLUDING SOLE PROPRIETORS, MUST
COMPLETE THESE LINES. Type/print the name, title, social
security number, and home address of each individual, partner,
corporate officer or member. If there are more than two owners,
attach a separate sheet and provide the same information for
additional owners. For a partnership between corporations or
limited liability companies, list each legal name, address, and
Federal Employer Identification Number (FEIN) separately.

Line 10a. Prior Taxpayer Name. If you purchased the business, enter
the information about the previous taxpayer and the date you
acquired the business. The “Prior Ul Account Number” is the
unemployment insurance account number issued by the Department
of Labor and Employment. If the number is unavailable, enter the
prior taxpayer’s Federal Employer Identification Number (FEIN).

SECTION C - SALES TAX

Box 1. Seasonal Businesses. If your business sells a product only
during certain months each year, mark the months of sales. You must
file a separate sales tax return for each month.

Box 2a. Filing Frequency.

¢ If you are a retail business and collect an amount of $15 or less in
tax each month, you may file annually.

* If you are a retail business and collect less than $300 in tax each
month, you must file a return each quarter.

= If you collect more than $300 in tax each month, you must file
monthly.

* Businesses that pay more than $75,000 per year in state sales
tax must pay by Electronic Funds Transfer. Order form DRP
5782 from DOR.

e Wholesale businesses with a sales tax liability of $180 per year or
less can file annually. If sales tax liability exceeds $180 per year, a
retail sales tax license is required.

Box 2b. First Day of Sales. Enter the date you will begin sales.
NOTE: You are advised to use an earlier date so that you can use
your sales tax license to purchase itemns tax-exempt for resale.
However, sales tax returns are due effective the date that you report
in this box.

Line 3. Type of sales that apply to your business.

* Wholesaler. A business that sells to retail merchants, jobbers,
dealers, or other wholesalers for the purpose of resale.

* Retail Sales. A retailer is a business that sells products to final
purchasers and is required to collect the appropriate sales taxes.
A retailer may also sell wholesale, but is not required to have a
separate wholesale license. RTD/CD/FD and local taxes must
also be collected, if applicable.

* Retailer’s Use. The Colorado use tax of 2.9 percent should be
collected by vendors who have no business location in the state
but sell products in Colorado. RTD/CD/FD and local taxes must
also be collected, if applicable.

e Charitable. If your organization has been designated as
“charitable 501(c)(3),” the organization will be exempt from
paying the $50 deposit for a retail sales tax license. Your license
fee is $8.00.






