USE FUEL SELLER TAX REPORT FORMS

Summary of Instructions
(updated January 2014)

The seller tax report forms have been updated, and must be used starting with the January
2014 report. Many of the forms are similar to the forms you have been using, but there are
some changes and additions. Some of the changes are due to the implementation of House Bill
2435 - tax forgiveness for biodiesel made with at least 20% used cooking oil; some are in
preparation for the implementation of electronic filing in 2015.

This information provides an overview of the forms needed to report each type of operations,
and brief instructions on completing the forms. Complete instructions can be found in the seller
compliance guide, which is located on our website.
http://www.oregon.gov/ODOT/CS/FTG/docs/sellerpdfs/ufs_compliance_guide.pdf

SELLER TAX REPORT “Front Page”

This form has a few modifications. The format for the licensee information has changed some,
and we are now requesting your FEIN (federal employer identification number). Most of the
other entries remain the same. You will see a new line (#7) which applies to cardlock cards
used at retail operations.

The line for other amounts paid/deducted (formerly line #16) has been removed. If you are
making a payment on a past-due account, enclose an additional copy of the ‘front page’ with
the invoice number (FT-####) in the place of the tax report period. If you are claiming a credit
for an overpayment, write in “CREDIT” and the period that incurred the credit, or ‘audit’ if the
credit is the result of an adjustment by the Fuels Tax Group. This function will be automatic
when electronic filing is implemented (the system will prompt you for additional payment or to
take credits).

SUPPORTING SCHEDULES:

= Use Fuel Handled - completed by all sellers with Oregon operations

= Retail Operations Detail (Pump Meter Readings) - completed by all retail operations

= Retail Summary - completed by all retail operations

= Schedule 2 Receipts - completed by all sellers with Oregon operations (Formerly
Schedule 2 was used for the pump meter readings; Please use Retail Operations Detail
schedule)

= Cardlock Schedules 5CRD (taxable) and 6CRD (ex-tax) - completed by all sellers with
non-retail (cardlock) operations

= Fleet Fueling Schedules 5FLT (taxable) and 6FLT (ex-tax) - completed by all sellers with
fleet fueling operations

= Bulk Schedules 5BLK (taxable) and 6BLK (ex-tax) - completed by all sellers with bulk
fuel operations

= Retail Ex-Tax Disbursements Schedule 6RTL - completed by retail operations who sell
ex-tax fuel

=  20% Used Cooking Oil Schedule 10G - completed by retail operations who sell biodiesel
that is certified to be at least 20% used cooking oil

= Credit for Cardlock Sales at Retail Schedule 13 - completed by non-retail (cardlock)
sellers whose customers purchased taxed fuel at retail locations.

You will complete the applicable supporting schedules prior to completing the Use Fuel Seller
Tax Report. Following are the schedules expected for each type of operation.

Page 1 of 3



USE FUEL SELLER TAX REPORT FORMS

Summary of Instructions
(updated January 2014)

USE FUEL HANDLED (all operations):

This schedule will need to be completed by most use fuel sellers. Any seller with a tank or fuel
facility located in Oregon will complete this schedule. The exception would be sellers whose
only activity is non-retail customers using Oregon sites (no physical site in Oregon).

Use Fuel receipts (purchases delivered to your station) will be detailed on schedule 2. Use the
information from schedule 2 to complete the ‘purchases’ line of the Use Fuel Handled
schedule. Indicate the type of operation(s) at each site. Enter the beginning tank readings, add
purchases (by site) from schedule 2, and deduct the ending inventory. Enter the total of all use
fuel handled on line 1 of the Seller tax report (NOTE: This is not used for tax calculation).

RETAIL OPERATIONS:

Most retail operations will have some additional forms to complete. Complete the receipts
schedule and use fuel handled as indicated above. Then continue to the retail operations
schedules. Retail operations detail is where you will record your pump meter readings. The total
gallons sold (by location) will be forwarded to the Retail Operations Summary. If you sell fuel
without the tax, or sell B-20 made from used cooking oil, see the instructions for those
schedules and deduct the appropriate gallons. Enter the total taxable sales in column 6 and
enter the total for all locations on line 2 of the Seller tax report.

Retail ex-tax sales, schedule 6RTL: Detail each untaxed (ex-tax) sale of use fuel on the
schedule provided. If your system captures the ex-tax sale information when the invoice is
completed, you may provide the detail electronically. Enter the total ex-tax sales (by location) on
the retail summary schedule.

B20 from Used Cooking Oil Disbursements, schedule 10G: Detail each sale of this product
when the tax is forgiven. The fuel must be certified by the producer, and sold into qualifying
vehicles or equipment to qualify for tax forgiveness. Most vehicles will qualify, but vehicles over
26,000 pounds who DO NOT pay weight-mile taxes will have to pay the use fuel tax. This will
mostly apply to F-plated farm trucks.

CARDLOCK OPERATIONS:

Complete the receipts schedule and use fuel handled for any use fuel locations in Oregon.
Then continue to the cardlock disbursements schedule. This schedule is designed to be
completed from a download of transactions from your billing system. Schedule 5CRD is to be
used for taxable transactions, and schedule 6CRD is for ex-tax transactions. The credential or
description is optional for taxed transactions but required for ex-tax transactions. All ex-tax
cards should be issued to a specific vehicle or equipment, with the qualifying information
coded with the card. Enter the total taxable sales from schedule 5CRD on line 3 of the Seller
tax report.

If the cards issued by your company can also be used at retail operations, you may be able to
deduct the taxed gallons purchased at retail operations. It is ultimately the retail site’s
responsibility to collect the tax or document the ex-tax sale. To claim a deduction for a retail
sale, the transaction must be included on schedule 5CRD (taxable sales) and occur at a
licensed retail location.
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USE FUEL SELLER TAX REPORT FORMS

Summary of Instructions
(updated January 2014)

FLEET FUELING OPERATIONS:

Complete the receipts schedule and use fuel handled for any bulk use fuel tanks in Oregon.
Fuel remaining in the storage tank of fleet fueling trucks is also considered inventory. Then
continue to the fleet fueling disbursements schedule. This schedule is designed to be
completed from a download of transactions from your billing system. Schedule 5FLT is to be
used for taxable transactions, and schedule 6FLT is for ex-tax transactions. The vehicle
credential or equipment description is optional for taxed transactions but required for ex-tax
transactions. All ex-tax sales should be documented, with the qualifying information coded with
the vehicle identifier. The point of destination is the city and state where the fueling occurred.
Enter the total taxable sales from schedule 5FLT on line 4 of the Seller tax report.

BULK FUEL OPERATIONS:

Complete the receipts schedule and use fuel handled for all use fuel tanks in Oregon. Then
continue to the bulk fuel disbursements schedule. This schedule is designed to be completed
from a download of transactions from your billing system. Schedule 5BLK is to be used for
taxable transactions, and schedule 6BLK is for ex-tax transactions. Enter the total taxable sales
from schedule 5BLK on line 12 of the Seller tax report.

This schedule is more detailed than the previous versions. This information will be used to
match reported deliveries with receipts schedules completed by your customers. This
information will be required when we convert to electronic filing in 2015.

INFORMATION FOR ALL FORMS/OPERATIONS:

Facility ID: At this time, the Facility ID may be user-defined when completing the schedules for
use fuel handled, and retail operations. Please be consistent in using the same ID for a site on
each schedule. For cardlock operations, use the facility ID assigned by your cardlock network,
as this number will be consistent among all members of that network.

For fleet fueling and bulk operations, the “point of destination” will generally be the city and
state where the fuel is delivered. If the destination is in or near a local fuel tax jurisdiction,
provide enough information to determine whether the local tax applies. For instance, a location
outside the city limits of Eugene, but with a Eugene address, could be coded “Eugene (rural)” to
indicate it is outside the city limits.

When we implement electronic filing, we are looking at the possibility of assigning facility ID
numbers so they are consistent among all schedules, suppliers, carriers, etc. The facility ID
number would be the same regardless of ownership - much like the address, it would be
unlikely to change. This would allow us to identify any local taxes that may apply.

We acknowledge that with the additional information requested for cardlock, fleet fueling, and

bulk distribution schedules, sellers may need to reformat existing reports. We anticipate that
most sellers will be able to accommodate these changes for their July 2014 reports.
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