STEP-BY-STEP GUIDE FOR LOCAL HOTEL TAX FILING PROCESS

1. Logon onto eCitie.
2. Select Admin>>Local Hotel Tax>>Local Hotel Tax Filing
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3. Input COIN, and select Local Hotel Tax as the reason for filing
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4. Select Add New Customer
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5. Select the branch to which you want to submit return

LOCAL HOTEL TAX FILING FORM

Section A - Branch Filing Details
*Branch Code:

- Branch Code -
- Branch Code -
H278180002
H278180003
H278180006
H279180002
H280180001

*Date of Filing:

=

*Are you Filing Zero Returns?:

CYes ®No

Section B - Four to Five Star Filing

Room Category:



6. If you are filing zero (0) return, select Yes, then Add LHT filing.

LOCAL HOTEL TAX FILING FORM

Section A - Branch Filing Details

*Branch Code:

H280180001
*Hotel Name:
THEIR GUEST HOUSE
Hotel Classification:
2 star
*Date of Filing:
2018-06-03 =

*Are you Filing Zero Returns?:




7. If you are not filing zero return, select No, fill the LHT return form by capturing the number rooms occupied per day per
category and select Add LHT filing.

Section B — Four to Five Star Filing

Room Category:
- Room Category -
Dollar Rate:
Room Charge Per Night:

MNMumber of Rooms Occupied:

Amount Payable:

Section C - Not Rated to Three Star Filing

Hotel Rooms charged above 50,000/ =:
Hotel Rooms charging 10,000 up to 50,000/ =:
Hotel Rooms charged below 10,000:

Amount Payable:

Section D — Amount Payable

*Amount:

Add LHT Filing




8. Details of the daily returns are added to session cart.
i} People @ Location f2 Admin ™ Business \, System (@ Support
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uCoin Selected and Source Selected

LOCAL HOTEL TAX FILING

COIN: 0000026608 Mobile Number: 0754660701

Entity Legal Name: ZOO ess Type: 1

Date of Incorporation: 2018-06-032

Customer Application Type: 1

Client Details Confirmation

CLIENT FILING

Hotel ssification: 2 star
Back

H280120001 x ate of Filing: Z018-06-02 12:00:00

lotel Name: THEIR GUEST HOUSE ~

Section B — Four to Five Star Filing

Section C - Not Rated to Three Star Filing

Hotel Rooms charged above 50,000/=: 2

Hotel Rooms charging 10,000 up to 2
50,000/ =:

Hotel Rooms charged below 10,000: 7

Amount Payable: 11500

Section D — Amount Payable

Amount: 11500




9. After capturing the daily totals, select Submit Application to submit return filing.
t §# People @ Location [# Admin ™~ Business *\, System (@ Support
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COIN: 0000036608 Mobile Number: 0754660701

Entity Legal Name: 200 Customer Business Typa: 1

Date of Incorporation: 2018-06-03

Customer Application Type: 1

Client Details Confirmation

v COIN & Reason

All fields have been validated and all the required fields have been completed as expected.

Please note that all forms go through final validation, logical checks and duplicate check prior to submitting for approval for the purpose of data integrity.

View form detailz of thizs section
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Please note that all forms gothrough final validation, logical checks and duplicate check prior to submitting for approval for the purpose of data integrity.
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10. To execute other actions like view till sheet, view account statement, file inspection report et cetera,
Go under Admin>>Local Hotel Tax>>Local Hotel Tax List.
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11. Input Local Hotel Tax Branch Code in the search criteria to scan for a branch which a given action is required.
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12. Select Actions/Options (blue dots) to choose options of interest.
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13. Select appropriate choice.

fi} People @ Location f# Admin ™~ Business %, System (e Support
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14. If till sheet is selected;
ff} People @ Location f# Admin ~ Business *\, System (@ Support
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LHT TILL SHEET
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Amount
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15. If Print Statement of Account is selected;

Bk Gl R IR L R T

For o e i
LOCAL HOTEL TAX STATEMENT OF ACCOUNT
27/06/2018
COMN 00000808 Branch Ciode H2B0130001
Mame 200 Division RUBAGA DIVISION
Chain Hame Parish MDEEBA O7
Hotel Name THEIR GUEST HOUSE Sirest 203
Classification Matel Village AGGREY
Rating 2 star Plot Mumber
Telephone Mumbser 0734680701 iP5 Co-ordinate Y 2992498
F  Email Address hoparfikeea.co.ug 5PS Co-ordinate X daaass
i House Mo. Print By: William Sentamu
E
% Outstanding Balance 0.00

Where part of the Local Hotel Tax remains unpaid at the end of the financial year, there shall be a resultant 40

percent surcharge.
Sec 8 (1) of The Local Governments (Amendment) (Mo 2) Act, 2008

This Statement has been issued on behalf of the Director Revenue Collection




