
TOWN OF TROPHY CLUB 
HOTEL OCCUPANCY TAX REPORT INSTRUCTIONS

Who Must File: You must file this report if you are a sole owner, partnership, corporation or other 
organization that owns, operates, manages or controls any hotel or motel in the Town of Trophy Club. 
Complete and detailed records must be kept of all receipts reported and exemptions or reimbursements 
claimed so that a city accountant can verify the reports. Failure to file this report and pay applicable tax 
may result in fines and penalties. Furnish any changes occurring since last report on form provided.

When To File: The reporting period is for each calendar month of the year.  Timely reports must be 
submitted so that they are received by 5PM on or before the 20th of the month following the reporting 
period.  The report must be filed for every period even if you have no amount subject to tax or no tax due. 
Enter "0" if no receipts were collected for this reporting period.  If the due date falls on a Saturday, Sunday 
or Town holiday, the next business day will be the due date.

For Assistance: The Town of Trophy Club Hotel Occupancy Tax Report and instructions may be obtained 
through the Town's website, www.ci.trophyclub.tx.us, by clicking on Government and then Forms & 
Publications. You may call (682) 831-4600 for assistance.

SPECIFIC INSTRUCTIONS

Line (A) Enter the total amount of room receipts for the month for location shown. Enter “0” if no 
taxable receipts were collected.

Line (B) For explanations of tax exemptions, please refer to the Texas Comptroller’s Hotel 
Occupancy Tax Exemptions Publication and Town Ordinance 2006-47.

Line (C) Subtract line B from Line A.

Line (D) The Hotel Occupancy Tax rate is 7%.

Line (E) Multiply Line C by 7%.

Line (F) If the report is filed or tax paid after the due date, enter penalty (1-10 days late equals 
10% of Line E; on or after 11th day equals 15% of Line E).

Line (G) Add lines E and F.

Line (H) Enter the number of room days rented for the month.

Line (I) Enter the number of rooms available for the month.

Line (J) Enter the number of days in the month.

Line (K) Divide line H by the product of line I and J. Report the percentage using two decimal 
places (i.e., 75.85%).

General Instructions: Please type the information on the report and print it before mailing to the Town, 
along with the remittance.  You may print the information on the report, but it must be in ink only.  Complete 
all applicable items of the report.  You must sign and date the report before mailing.  A copy of the 
concurrent "Texas Hotel Occupancy Tax Report" filed with the State Comptroller of Public 
Accounts and "Detailed Exemption Report" must be attached to the Town's report.  Make check 
payable to Town of Trophy Club and mail forms and check to: Town of Trophy Club, Attn: Finance 
Department, 100 Municipal Drive, Trophy Club, TX 76262. 
 



TOWN OF TROPHY CLUB 
HOTEL OCCUPANCY TAX REPORT

Hotel Name: 

Owner Name: 

Location Address: 

Mailing Address (If Different): 

Federal ID Number: 

For Period Ending: 

Gross Receipts For Month: (A) 

Less Tax Exemptions (Detailed Report Required):     

Total Taxable Receipts (A - B): (C) 

Tax Rate:    

Tax Due (C*D): (E) 

Penalty (1-10 Days = 10%, After 11th Day = 15%):  (F) 

Total Due To Town (E+F): (G) 

Number of Room Days Rented: (H) 

Number of Rooms Available: (I) 

Number of Days In Month: (J) 

Monthly Occupancy Rate (H/[I*J]) (K) 

I declare, under the penalties for filing false reports, that this return (including any accompanying schedules and 
statements) has been examined by me and to the best of my knowledge and belief is a true, correct, and complete report. 

If the report is prepared by other than the taxpayer, his/her declaration is based on all the information relating to the 
matters required to be reported in this report of which he/she has knowledge. 

  

Print Name & Title Telephone Number 

Date 

Make Check Payable To:  Town of Trophy Club, Attn: Finance Department 
100 Municipal Drive, Trophy Club, TX 76262 
  
DUE BY 5PM ON OR BEFORE THE 20TH OF THE MONTH. 
  
FURNISH DETAILS OF ANY CHANGES OCCURRING SINCE LAST REPORT ON FORM PROVIDED. Revised 04/2008 

Signature 

A copy of concurrent “Texas Hotel Occupancy Tax Report” filed with Texas Comptroller and "Detailed Exemption Report" must be attached to Town report.

(D) 

(B) 

Report Due Date: 

Manager Name: 



CHANGES OCCURING SINCE LAST REPORT
TOWN OF TROPHY CLUB 

Please provide any changes occurring since last report on this page.

Effective Date: 

Type Of Change (Sale, Foreclosure, Name Change, Other): 

NEW OWNER'S INFORMATION.

Owner Address: 

Mailing Address (If Different): 

Owner Name: 

Phone Number: 

"If a person who is liable for the payment of a tax under this chapter is the owner of a hotel and sells the 
hotel, the successor to the seller or the seller's assignee shall withhold an amount of the purchase price 
sufficient to pay the amount due until the seller provides a receipt by a person designated by the municipality 
to provide the receipt showing that the amount has been paid or a certificate showing that no tax is due." 
  
"The purchaser of a hotel who fails to withhold an amount of the purchase price as required by this section is 
liable for the amount required to be withheld to the extent of the value of the purchase price." 
  
(351.0041 State Local Taxation, Title 3)

Those exempt from the 7% Town taxes are only: 
  
1. Guest who stay longer than thirty (30) days must notify the hotel upon arrival (permanent resident). 
  
2. An officer, employee, agency, institution (other than an institution of higher education), board, or commission of this 
state, for whom a special provision or exception to the general rate of reimbursement under the General Appropriations 
Act applies and who is provided with photo identification verifying the identity and exempt status of the person, is not 
required to pay the tax.

Name Of Business: 

Manager's Name: 

CITY HOTEL OCCUPANCY TAX EXEMPTIONS 
(EFFECTIVE JUNE 18, 1996)

LOCAL GOVERNMENT (COUNTY, CITY, TOWN), RELIGIOUS, CHARITABLE AND EDUCATIONAL 
ORGANIZATIONS (STATE UNIVERSITIES, COLLEGES) MUST PAY STATE AND LOCAL TAX.



CHECK IN/ 
OUT DATE

FOLIO 
NUMBER

GUEST NAME 
(Last Name, First Initial)

ORGANIZATION/ AGENCY 
(Spell Out Agency Name)

TYPE OF 
EXEMPT 
(GOVT or  
30 DAY)

TOTAL 
ROOM 

AMOUNT

1

2

3

4

5

6

7

8

9

10

11

12

13

14

15

16

17

18

19

20

21

22

23

24

25

A tax exemption certificate is required for each government exemption claimed.  LOCAL GOVERNMENT (COUNTY, CITY, 
TOWN), RELIGIOUS, CHARITABLE AND EDUCATIONAL ORGANIZATIONS (STATE UNIVERSITIES, COLLEGES) 

MUST PAY STATE AND LOCAL TAX. Only guests staying 30 CONSECUTIVE days or more and STATE or FEDERAL 
agencies with proper ID are allowed an exemption.

DETAILED EXEMPTION REPORT
TOWN OF TROPHY CLUB 

TOTAL EXEMPTIONS ($): 

HOTEL NAME: MONTH ENDING: 


TOWN OF TROPHY CLUB 
HOTEL OCCUPANCY TAX REPORT INSTRUCTIONS
Who Must File: You must file this report if you are a sole owner, partnership, corporation or other organization that owns, operates, manages or controls any hotel or motel in the Town of Trophy Club. Complete and detailed records must be kept of all receipts reported and exemptions or reimbursements claimed so that a city accountant can verify the reports. Failure to file this report and pay applicable tax may result in fines and penalties. Furnish any changes occurring since last report on form provided.
When To File: The reporting period is for each calendar month of the year.  Timely reports must be submitted so that they are received by 5PM on or before the 20th of the month following the reporting period.  The report must be filed for every period even if you have no amount subject to tax or no tax due.  Enter "0" if no receipts were collected for this reporting period.  If the due date falls on a Saturday, Sunday or Town holiday, the next business day will be the due date.
For Assistance: The Town of Trophy Club Hotel Occupancy Tax Report and instructions may be obtained through the Town's website, www.ci.trophyclub.tx.us, by clicking on Government and then Forms & Publications. You may call (682) 831-4600 for assistance.
SPECIFIC INSTRUCTIONS
Line (A) 
Enter the total amount of room receipts for the month for location shown. Enter “0” if no 
taxable receipts were collected.
Line (B) 
For explanations of tax exemptions, please refer to the Texas Comptroller’s Hotel 
Occupancy Tax Exemptions Publication and Town Ordinance 2006-47.
Line (C) 
Subtract line B from Line A.
Line (D) 
The Hotel Occupancy Tax rate is 7%.
Line (E) 
Multiply Line C by 7%.
Line (F) 
If the report is filed or tax paid after the due date, enter penalty (1-10 days late equals 
10% of Line E; on or after 11th day equals 15% of Line E).
Line (G)
Add lines E and F.
Line (H) 
Enter the number of room days rented for the month.
Line (I) 
Enter the number of rooms available for the month.
Line (J) 
Enter the number of days in the month.
Line (K) 
Divide line H by the product of line I and J. Report the percentage using two decimal 
places (i.e., 75.85%).
General Instructions: Please type the information on the report and print it before mailing to the Town, along with the remittance.  You may print the information on the report, but it must be in ink only.  Complete all applicable items of the report.  You must sign and date the report before mailing.  A copy of the concurrent "Texas Hotel Occupancy Tax Report" filed with the State Comptroller of Public Accounts and "Detailed Exemption Report" must be attached to the Town's report.  Make check payable to Town of Trophy Club and mail forms and check to: Town of Trophy Club, Attn: Finance Department, 100 Municipal Drive, Trophy Club, TX 76262.
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TOWN OF TROPHY CLUB 
HOTEL OCCUPANCY TAX REPORT
Hotel Name: 
Owner Name: 
Location Address: 
Mailing Address (If Different): 
Federal ID Number: 
For Period Ending: 
Gross Receipts For Month: 
(A) 
Less Tax Exemptions (Detailed Report Required):     
Total Taxable Receipts (A - B): 
(C) 
Tax Rate:  		
Tax Due (C*D): 
(E) 
Penalty (1-10 Days = 10%, After 11th Day = 15%):  
(F) 
Total Due To Town (E+F): 
(G) 
Number of Room Days Rented: 
(H) 
Number of Rooms Available: 
(I) 
Number of Days In Month: 
(J) 
Monthly Occupancy Rate (H/[I*J]) 
(K) 
I declare, under the penalties for filing false reports, that this return (including any accompanying schedules and statements) has been examined by me and to the best of my knowledge and belief is a true, correct, and complete report. If the report is prepared by other than the taxpayer, his/her declaration is based on all the information relating to the matters required to be reported in this report of which he/she has knowledge. 
Print Name & Title	
Telephone Number 
Date 
Make Check Payable To:  Town of Trophy Club, Attn: Finance Department
100 Municipal Drive, Trophy Club, TX 76262
 
DUE BY 5PM ON OR BEFORE THE 20TH OF THE MONTH.
 
FURNISH DETAILS OF ANY CHANGES OCCURRING SINCE LAST REPORT ON FORM PROVIDED.
Revised 04/2008 
Signature	
A copy of concurrent “Texas Hotel Occupancy Tax Report” filed with Texas Comptroller and "Detailed Exemption Report" must be attached to Town report.
(D) 
(B) 
Report Due Date: 
Manager Name: 
CHANGES OCCURING SINCE LAST REPORT
TOWN OF TROPHY CLUB 
Please provide any changes occurring since last report on this page.
Effective Date: 
Type Of Change (Sale, Foreclosure, Name Change, Other): 
NEW OWNER'S INFORMATION.
Owner Address: 
Mailing Address (If Different): 
Owner Name: 
Phone Number: 
"If a person who is liable for the payment of a tax under this chapter is the owner of a hotel and sells the hotel, the successor to the seller or the seller's assignee shall withhold an amount of the purchase price sufficient to pay the amount due until the seller provides a receipt by a person designated by the municipality to provide the receipt showing that the amount has been paid or a certificate showing that no tax is due."
 
"The purchaser of a hotel who fails to withhold an amount of the purchase price as required by this section is liable for the amount required to be withheld to the extent of the value of the purchase price."
 
(351.0041 State Local Taxation, Title 3)
Those exempt from the 7% Town taxes are only:
 
1. Guest who stay longer than thirty (30) days must notify the hotel upon arrival (permanent resident).
 
2. An officer, employee, agency, institution (other than an institution of higher education), board, or commission of this state, for whom a special provision or exception to the general rate of reimbursement under the General Appropriations Act applies and who is provided with photo identification verifying the identity and exempt status of the person, is not required to pay the tax.
Name Of Business: 
Manager's Name: 
CITY HOTEL OCCUPANCY TAX EXEMPTIONS
(EFFECTIVE JUNE 18, 1996)
LOCAL GOVERNMENT (COUNTY, CITY, TOWN), RELIGIOUS, CHARITABLE AND EDUCATIONAL ORGANIZATIONS (STATE UNIVERSITIES, COLLEGES) MUST PAY STATE AND LOCAL TAX.
CHECK IN/
OUT DATE
FOLIO NUMBER
GUEST NAME
(Last Name, First Initial)
ORGANIZATION/ AGENCY (Spell Out Agency Name)
TYPE OF EXEMPT (GOVT or 
30 DAY)
TOTAL ROOM AMOUNT
1
2
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25
A tax exemption certificate is required for each government exemption claimed.  LOCAL GOVERNMENT (COUNTY, CITY, TOWN), RELIGIOUS, CHARITABLE AND EDUCATIONAL ORGANIZATIONS (STATE UNIVERSITIES, COLLEGES) MUST PAY STATE AND LOCAL TAX. Only guests staying 30 CONSECUTIVE days or more and STATE or FEDERAL agencies with proper ID are allowed an exemption.
DETAILED EXEMPTION REPORT
TOWN OF TROPHY CLUB 
TOTAL EXEMPTIONS ($): 
HOTEL NAME: 
MONTH ENDING: 
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