State of Kansas

Department of Revenue - OFFICIAL DOCUMENT -
Docking State Office Bldg., 915 SW Harrison St. Use the enclosed TeleFile Worksheet to file
Topeka, KS 66612-1588 your Kansas Retailers’ Sales Tax.

KANSAS
Sales Tax TeleFile

Worksheet and Instructions

Welcome to TeleFile! Your Kansas Retailers’ Sales Tax is due on the 25th day

of the month following the end of your filing period.

FILE AND PAY BY TOUCH-TONE PHONE!
24 HOURS A DAY, 7 DAYS A WEEK!
FILE TODAY AND PAY LATER!

TeleFile is the fast, friendly and free way
to file and pay your Retailers’ Sales Tax.
All you need is a touch-tone phone and
this packet.

You can TeleFile your return if you meet
the following criteria:

B You are filing for a single
business location.
You have a touch-tone phone.

B You are not required to make If you prefer to file your
taxes using a computer, [Kg W@[@F@x

estlmated tax payments - Your Link to Online Business Tax Filing
try KS WebTax!

KS WebTax, a quick, easy, smart way to get your Business Taxes
where you want them to be-DONE! Visit www.webtax.org to log-in.

ST-TEL (Rev. 10/05)




SALES TAX TELEFILE INSTRUCTIONS

BEFORE YOU CALL
Iﬁ If your packet contains pre-printed information, does the

information exactly match your business name, current
address, and period end date? If any information is
different, contact the Department of Revenue. (See
taxpayer assistance numbers below.)

Iﬁ Complete the white boxes on the front and back of the

TeleFile Worksheet (ST-16 TEL) including deductions.

YOUR PAYMENT OPTIONS

EFT (Electronic Funds Transfer) - ACH Debit or ACH Credit: You may elect to remit electronically instead of mailing in your
payment. With ACH Debit, TeleFile will prompt you to enter your bank routing information. The information is retained in our
database so you will not enter it again unless your financial institution or account changes. If you choose to remit using the ACH
Credit method, TeleFile will prompt you with directions for completing your payment transaction. Contact the Kansas Department

Check or Money Order:

of Revenue for instructions prior to making your first payment.

Iﬁ Complete the banking information if you are a first time

TeleFiler or if there are changes to your banking
information and you elect to use ACH Debit method.

Iﬁ Has your business location changed during the filing

period in which you are filing? If so, you must contact
the Department of Revenue. (See taxpayer assistance
numbers below.)

If you file before the due date you may choose to “warehouse” your payment, which means that your EFT payment will not be
initiated until the 25" of the month for timely settlement to the Department of Revenue. If the 25" of the month falls on a weekend
or bank holiday, your payment will be timely initiated on the first available business day.

Credit Card: This service is available on the Internet through Official Payment Corporation (OPC), a third party vendor. OPC
accepts VISA, MasterCard, Discover and American Express and charges a service fee. Rules regarding credit card transactions
and how to sign up are available at the vendors web site: www.officialpayments.com.

If you choose to mail your payment rather than use EFT, you will need to complete a voucher

(ST-TEL) and enclose it with your check or money order. To save postage and time, you are encouraged to use one of the

EFT methods of payment.

Due Date for Returns and Payments: To avoid penalty and interest charges, your return must be filed and payment made by the

25th day of the month following your filing period.

Penalty and Interest: Penalty will be computed at the rate of 1% per month on the balance due with a maximum penalty not to
exceed 24% (maximum 10% penalty on field audits). Information regarding the current or prior interest rates can be obtained

from our web site: www.ksrevenue.org.

WHAT TO EXPECT DURING YOUR CALL

Use the keypads of your touch-tone phone to enter the
information from your completed TeleFile Worksheet.
TeleFile will use the information you enter to calculate your
Kansas Retailers’ Sales Tax.

When entering a date you must enter the 2-digit month,
2-digit day and 2-digit year. For example, December 2003
must be entered as 123103.

If you have a temporary number instead of a federal EIN,
and your temporary number contains either a letter K or

letter A, substitute the following numbers for the letter:
Press “5” for the letter “K” and press “2” for the letter “A.”

You must enter both dollars and cents for each financial
entry. For example $54.00 should be entered as 5400.

TeleFile will calculate your tax and provide information for the
shaded boxes on the TeleFile Worksheet (ST-16 TEL). Enter
the information given by TeleFile in the appropriate shaded
boxes.

At the end of the call you will be asked to confirm that the
information provided is true and correct.

number. If you hang up before you are given a confirmation number, your

m CAUTION: Do not hang up until TeleFile gives you a 12-digit confirmation

*returmn will not be filed and your payment will not be processed.

TAXPAYER ASSISTANCE

If you have a question about completing your return, call 785-368-8222. If you prefer you may fax your question to 785-291-3614.
Office hours are 8:00 AM to 5:00 PM, Monday through Friday.

TTY Users
Telecommunications guumm
Device forthe Deaf ®EE®

785-296-6461 mpsaw




Keep this worksheet
for your records.

ST-16TEL Kansas Retailers’ Sales TeleFile Worksheet  ponoT maLL

Enter your nine-digit Employer Identification Number (EIN).....................oo.
(If you have a K or A number instead of an EIN, press “5” for letter “K” and “2” for letter “A”)

Enter your seven-digit Personal ID Number (PIN) .........cccccooiiiiiiiiiieeeen

Check the box that indicates the type of return you are filing:
Original [ Press Amended ] Press Additional ] Press

If your filing period is not pre-printed on this worksheet , you must enter the ending date
of the current tax period (MM/AA/YY) ......oooiiiiiii e

Example: Press E for a December, 2005 return.

Gross sales or receipts (do not include the tax collected in this figure).

To enter your gross sales or receipts as a positive amount, press 1. To enter your gross
sales or receipts as a negative amount, press 2. If you have no gross sales or receipts to
report, press zero. Remember to enter dollars andcents. ............ccccooci

Enter the amount of merchandise consumed by you purchased without tax. For example,
if you took items out of your inventory for your personal use that were purchased without
tax, enter the price you paid for these items, including shipping and handling. If none,
EINEBI ZEIO ...

Schedule of Deductions -- Press if you have deductions to report; press if you do not have deductions. Enter
the amount for each deduction as applicable in the table below. TeleFile will instruct you to enter the line number that corresponds
with your deduction item(s).

(Note: Be sure to enter your deductions on the correct line. For a detailed explanation of these deductions, obtain Publication
KS-1510 and Publication KS-1520 from the Department of Revenue web site at www.ksrevenue.org.)

1. Salesto otherretailers forresale............cccooiiiiiii e
2. Returned goods, discounts, allowances and trade-ins ............cccccccceeiiiiiiiiiiinnnnnn.
3. Salesto U.S. Government, state of Kansas and political subdivisions ....................
4. Sales of ingredient or component parts of tangible personal property produced.....
5. Sales of items consumed in the production of tangible personal property ...............
6. Sales to nonprofit hospitals or nonprofit blood, tissue or organ banks ....................
7. Sales to nonprofit educational institutions ................ccocoiiiiiiii
8. Sales to qualifying sales tax exempt religious and nonprofit organizations .............
9. Sales of farm equipment and machinery ...............ccooiiiiiiiiiiii e
10. Sales of integrated production machinery and equipment...............cccccooveiieeeenne..
11. Sales of alcohOliC BEVEragES ..........oviiiiiiiiiiiici e
12. Nontaxable labor services, original construction and residential remodeling ..........
13. Deliveries outside Of KaNSas ............ocoiiiiiiiiiiiiie e
14. Other allowable dedUCHIONS ............cuiiiiiiiiie s
TeleFile will calculate your total deductions. Enter the amount in the shaded box ..........

Press to hear the amount again or press to continue.

CONTINUE ON NEXT PAGE
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4. TeleFile will calculate your net sales. Enter the amountin the shaded box......................

5. TeleFile will calculate your net tax. Enter the amount in the shaded box .........................

Press to hear the amount again or press to continue.

6. If applicable, enter the amount of the credit memo received from the Department of Revenue.
If you are filing an amended return, enter the total amount previously paid for the filing
period you are reporting. [f NONE, NterZero ............ccccooviiiiiiiiiiiice e

7. TeleFile will calculate the total due. Enter the amount in the shadedbox ........................

Press to hear the amount again or press to continue.

BANKING INFORMATION

If you are a first time user for the ACH Debit Method of payment or need to change your banking information, complete this section
and be prepared to enter the bank account and routing numbers. (Note: The information you provide here is the same information
reflected on your check.) After you have provided your banking information to the Department of Revenue, it will be stored in our
database and you will not need to enter it again.

Check the type of bank account you will be paying from: Checking ( Press Savings [ Press

Enter your account NUMDEr ...

Enter your nine-digit routing nuUmMber ...

Bob Jones
Anytown, USA

The example to the right shows where | $
you can obtain the account number and Routing Aocount)
routing number from your check. Number Number

\l/ 7 N\
[:123useuskff s123456] a3 Qe_aj{

TeleFile will give you the amount that will be debited from your account and remitted to the
Department of Revenue. Enter the amount in the shaded boX ..............ccccocoiiiiiiii.

Do Not
indudethe
check number

To acknowledge that payment will be deducted from your account on the 25th, press . If you prefer to use the next business
day rule and have your payment deducted the day after you TeleFile, press .

@ DO NOT HANG UP UNTIL YOU RECEIVE YOUR CONFIRMATION NUMBER

TeleFile will give you a 12-digit confirmation number. Enter the number in the shaded
boxes. (REMINDER: If you hang up before you receive your confirmation number, your
return will not be filed and your payment will not be processed)............cccccoiiiiiiiiiine.

Press to hear your confirmation number again or press to continue.

Enter the date you TeleFiled your return ...

You are now ready to TeleFile. Dial 1-877-317-5639. This is a toll free call.

( DO NOT MAIL YOUR TELEFILE WORKSHEET - KEEP IT FOR YOUR RECORDS )




ST-TEL wesfiiionr 0] .

(Rev. 4/05) FOR OFFICE USE ONLY
Business Name Tax Account
Number
DBA Name
Tax Period MM DD YY
Street Address Period Beginning Date
Period Ending Date
Tax Amount Due
Name or
R S 6 0 l Address Change
Payment $ | I
Tax Type Sort Pattern Amount
1D Number

] 480104



INSTRUCTIONS FOR COMPLETING THE ST-TEL PAYMENT VOUCHER

Print your business name and address in the space provided.
Enter your tax account number in the space provided.

Enter the period beginning date for the return you are TeleFiling. For example, when filing for the month of
September 2004 enter 090104.

Enter the period ending date for the return you are TeleFiling. For example, when filing for the month of
September 2004, enter 093004.

Enter the tax due amount as indicated on line 7 of your TeleFile Worksheet.
Enter the amount of payment in the space provided.

Write your Tax Account Number on your check or money order and make payable to Retailers' Sales Tax. Send your
payment to: Kansas Department of Revenue, 915 SW Harrison St., Topeka, KS 66625-5000.
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