
Collecting and Depositing Sales Tax
For Your 4-H Association

September 18, 2018
(updated 9/ 28/ 18)



County 4-H Associations Only
 Excludes 
 County 4-H Foundations
 County 4-H without an association

Processing collected sales tax through the University of Florida

Myths of Certificate of Exemption  
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4-H Association Sales Tax Reporting



Certificate of Exemption

This has nothing to do with county 4-H association 
charging sales tax. 

This is for the associations to be tax exempt when 
making purchases.  (Walmart, Publix, Equipment Rentals 
etc.)

For more information or if you need to apply for a Certificate of Exemption, please 
contact Janet Waters. 3



Agenda
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How to Identify Taxable Sales vs Non-Taxable Sales

How to Calculate Sales Tax

How to Collect, Process and Submit

Best Practices – Questions/Feedback 

(All slides and links with attachments will be emailed.)



Taxable Sales
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 Brief Overview of Taxable and Non-Taxable Items

 Complete Detail of Sales Tax – Couple Places to Find*

http://www.fa.ufl.edu/departments/payroll-tax-services/tax-
resources-for-departments/sales-and-use-tax/

“Taxable and Non-Taxable Sales Guidelines 2018” 

*Included in follow-up email



Taxable Sales
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Concessions (selling tangible items)
 Individually packaged, prepared, or served foods 

(including bakery items)
 Typically consumed immediately or take out

• Sandwiches, Hamburgers, Hotdogs, Meals
• Salads, Fish Dips, Cakes/Pies, Cookies
• Sodas, Lemonades, Gatorade, Milkshakes
• Frozen Treats – Ice Cream (smaller than one pint)
• Snacks - Candy, Popcorn, Gums, Mints



Taxable Sales

Other Tangible Items

 T-Shirts, Water Bottles,  SWAG

 Calendars, Candles, Books, CDs

 Ornamental Plants

 Soaps, Detergent, Cosmetics

 Pet Toys/Food/Treats

 Silent Auctions
7



Taxable Items Can Be Non-Taxable
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Donations Only – No sale has occurred and
no sales tax is due!

 Donations Welcomed

 Suggested Donation $$$

 Recommended Donation $$$
Remember: if donation is “required” it becomes taxable

Very Important: When using this technique, if someone 
asks for the item with no donation we must comply. 

https://www.bing.com/images/search?view=detailV2&ccid=YTMXaMSK&id=F7FD296968C3DFE9D2A17CBB3B148669BAA80992&thid=OIP.YTMXaMSKfCB0XWAvH2p9YQHaHJ&mediaurl=https://bocawatch.org/wp-content/uploads/2016/09/nosalestaxapexaviation-e1474422999174.jpg&exph=731&expw=757&q=sales+tax&simid=608033591948084561&selectedIndex=54


Livestock/Poultry-Tax and Non-Tax

Seller is the ORIGINAL PRODUCER

Animal is for BREEDING PURPOSES
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ALL OTHER SALE OF LIVESTOCK – IS TAXABLE

https://www.bing.com/images/search?view=detailV2&ccid=YTMXaMSK&id=F7FD296968C3DFE9D2A17CBB3B148669BAA80992&thid=OIP.YTMXaMSKfCB0XWAvH2p9YQHaHJ&mediaurl=https://bocawatch.org/wp-content/uploads/2016/09/nosalestaxapexaviation-e1474422999174.jpg&exph=731&expw=757&q=sales+tax&simid=608033591948084561&selectedIndex=54


Tourist Development Tax Rates –Tax/Non-Tax
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May be referred to as “Bed Tax” and pertains to 
day events or overnight events that can become 
taxable. 

 Events with RV’s or Campers
• Require “Bed Tax”

AND
• Require Sales Tax 

Link to find how your county is taxed:
http://floridarevenue.com/Forms_library/current/dr15tdt.pdf

 Tents are OK! No taxes!

http://floridarevenue.com/Forms_library/current/dr15tdt.pdf


NON-Taxable Sales
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 Frozen dairy or non-dairy (LARGER than one pint)
 Cookie Dough  

 General Groceries – Edible Commodities 

 Cereals, coffee, eggs, dairy, 100% Juices, peanut 
butter, raw nuts, fresh fruits/vegetables/meats/ 
seafoods, dry teas … (See Guidelines for extensive detail )

 Water – Bottled, Cups, or Vending Machine

https://www.bing.com/images/search?view=detailV2&ccid=YTMXaMSK&id=F7FD296968C3DFE9D2A17CBB3B148669BAA80992&thid=OIP.YTMXaMSKfCB0XWAvH2p9YQHaHJ&mediaurl=https://bocawatch.org/wp-content/uploads/2016/09/nosalestaxapexaviation-e1474422999174.jpg&exph=731&expw=757&q=sales+tax&simid=608033591948084561&selectedIndex=54


NON-Taxable Sales – Concessions!!
(Must be from grocery/edible commodities list and NOT sold in any type of 

mobile/trailer/food-truck environment)
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Non-Taxable Suggested Menu:

 Bottled Water, 100% Fruit Juices, and Milk

 Granola and Cereal Bars

 Snack Foods, Chips, and Pretzels

 Nuts, Beef Jerky/Sticks

 Fresh Fruit and Veggies 



NON-Taxable Sales
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Registrations/Attendance Fees (camps, workshops)

 When tangible items are included in the 
registration/fee such as t-shirts, water bottles, etc. 
then those items are NOT taxable.

 However, if additional t-shirts, water bottles, etc. 
are purchased then they become taxable.

https://www.bing.com/images/search?view=detailV2&ccid=YTMXaMSK&id=F7FD296968C3DFE9D2A17CBB3B148669BAA80992&thid=OIP.YTMXaMSKfCB0XWAvH2p9YQHaHJ&mediaurl=https://bocawatch.org/wp-content/uploads/2016/09/nosalestaxapexaviation-e1474422999174.jpg&exph=731&expw=757&q=sales+tax&simid=608033591948084561&selectedIndex=54


NON-Taxable Sales
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 Car Washes 
 Must Be Donations
 If NOT donations and wax or protective coatings are 

applied – Wax = Tax
 Plants, Trees, Seeds – for human consumption
 Food for all livestock
 4-H Curriculum (books/similar instructional/educational guides) 

https://www.bing.com/images/search?view=detailV2&ccid=YTMXaMSK&id=F7FD296968C3DFE9D2A17CBB3B148669BAA80992&thid=OIP.YTMXaMSKfCB0XWAvH2p9YQHaHJ&mediaurl=https://bocawatch.org/wp-content/uploads/2016/09/nosalestaxapexaviation-e1474422999174.jpg&exph=731&expw=757&q=sales+tax&simid=608033591948084561&selectedIndex=54


How to Calculate the Tax
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Sales and Use Tax – Florida State Sales Tax 6%

Sales Surtax – Varies per county – this must be ADDED to the 
base 6% Florida Tax

Bracket Charts – Provide the tax amounts per transaction amount

IMPORTANT – Check Sales Tax Calendar Year for Annual Updates 
and Changes

http://floridarevenue.com/Pages/forms_index.aspx#discretionary
BEST PRACTICE – Place link on your calendar to check November, December, and January 1st

http://floridarevenue.com/Pages/forms_index.aspx#discretionary


How to Calculate the Tax
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The #1 Next Screens
Calendar Year Surtax

Why is this important?

The #2 Following Screens
“Cheat Sheets”
(Bracket Charts)



How to Calculate the Tax

 ALMOST
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 This is the Surtax Calendar Year by County. 

 Each County has it’s own Surtax and it can 
change!!

 2 Expire this year!!
 Revises Annually 

We take our Surtax (listed here) add the 
State Florida Tax of 6% - we now know what 
to charge.  Right?

#1



How to Calculate the Tax
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#2
 This provides a 

TOTAL tax 
calculation for 
transactions –
Special “Sales 
Tax Brackets”



How to Calculate the Tax
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3 Hot Dogs    $ 15.00
1 Soda 1.00

Sub Total      $ 16.00
Tax    1.04

Grand Total    $ 17.04

#2

BEST PRACTICE – Laminate or Copy for Clubs/Events – Keep with cash box boxes or consider small cash register with 
tax table capabilities.

If the sale amount is above the scope of the chart.
•Whole dollars are calculated at the county 
tax plus surtax rate.
•Then fractional dollars are found on the 
chart.

Candles $22.50
$22 x 0.065=$1.43
Remaining fraction of dollars (.50) =.04

Total Tax 1.47
Grand Total $23.97



How to Process and Submit
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• Club Level Activities
• Events
• Taxable Sales 

Generated

Collect

• 4-H Agent or person 
that processes 4-H 
association deposits

Process
• County Extension 

Staff  that handles 
myUF (PeopleSoft) 

Submit



How to
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Collect

 Monies are collected and receipted from activity/event
 Be sure you have a sales income total and a sales tax

collected total

 Monies are submitted to 4-H Agent or person that 
processes 4-H association deposits
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Process

 Agent or processor prepares deposit for the 4-H association
bank account
 Taxable sales, non-taxable sales, and collected sales tax 

must be written out separately on the deposit slip
 Sales income and sales tax need to be recorded separately 

within your 4-H association’s bookkeeping system
 Sales tax should not be recorded as revenue, as 

revenue affects which 990 your association completes. 

How to   



How to   
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Process

 Enter your County information

 Enter the total Sales Amount 
(this includes both the taxable 
and non-taxable monies from 
the club/event)

 Complete the UF

 Enter the Total Tax Collected (C), which is the same as Total Tax 
Deposit (C).  This will be the same amount as the 4-H association 
check to UF.

“(TAX ONLY) Sales Use Tax Report Form”



How to   
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Process

 4-H association then cuts a check to University of Florida
for the SALES TAX AMOUNT ONLY. This will match (C)
on the “(TAX ONLY) Sales Use Tax Report Form” totals.  

 ALL documentation from original deposit into the association
must be included with the check payable to UF along with 
the completed “(TAX ONLY) Sales Use Tax Report Form”.



How to   
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Process
 Copies of the compiled documents below will need to be 

delivered to the county extension staff to enter into myUFL 
(PeopleSoft), along with the 4-H association check made 
payable to UF: 
 (Tax Only) Sales Use Tax Report Form
 4-H Association Check to UF*
 4-H Association Deposit Slip*
 4-H Association Bank Deposit Receipt*
 ALL Checks and/or Cash Receipts*

*IMPORTANT: All account numbers must be blacked out (redacted) on
copies prior to scanning.



How to   
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Process

4-H Association items to Copy/PDF:

4-H Association County 

University of Florida

4-H Association County 

From Events/Activities 

From Events/Activities 

4-H Association County 

Copies of Cash 
Receipts and/or 
checks being 
deposited into 
the 4-H Assoc 
bank account. 

4-H Association County 

4-H Association 
County

 4-H Check to UF
 4-H Deposit Slip
 4-H Bank Receipt
 Tax Only-Sales 

Use Tax Report 

Special 
tracking 
does not 
need 
redacted.



How to   
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Submit

 4-H association sales tax check with back-up 
documentation (PDF copies) are now ready for 
processing in myUFL (PeopleSoft) 

 Check will be deposited into local Wells Fargo 
 If no local Wells Fargo or have not been on-boarded 

(Revenue and Enhancement), please contact Janet Waters

 Attach 4-H PDF Copies and UF PDF copies with Deposit 
Transmittal Form



How to   
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Submit
 Let’s get started!  Go to my.ufl.edu: 

Main Menu > Financials > Accounts Receivable > Payments > Online 
Payments > Regular Deposit Click the Add a New Value tab. 



How to   
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Submit
 BEST PRACTICE - 3 selections for quick short-cuts or quick access: 

 From “Recent Places”  - depending on how often you use
 Add to “Tool Bar”
 Add to “Favorites”

This is on the myUFL tool ribbon 

While on Regular Deposit …. 
Select Either Option 



How to Process and Submit

30

Open Field 
type in

Tax Only

Payment ID 
field is the 
Deposit Ticket
serial/tracking 
number), the 
first 9 numbers 
to the far left 
on MIRC line 
beginning with 
“6666XXXXX”

Tax Deposit Total

Deposit Ticket serial/tracking number

Redact (black out all other numbers prior to scan/attaching)

Check for “Balanced”



How to Process and Submit
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213100 Fund is 991, Dept is YOUR COUNTY

After clicking
“lightning bolt”
 Complete

Must Click Lightning Bolt before Complete 
and SaveYour 

Number
6035

Distribution 
Line

Only One 
Line 

For the Tax 
Only Deposit



Need Practice in myUFL (PeopleSoft)? 

 https://learn-and-grow.hr.ufl.edu/toolkits-resource-
center/financial-toolkits/deposits/
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Additional Training

Live Simulations

https://learn-and-grow.hr.ufl.edu/toolkits-resource-center/financial-toolkits/deposits/


Presentation Follow-Up!! 

Janet will send an email to the 4-H Agent Listserv 
with the following:
 Complete slides and recording of this presentation 
 Written step-by-step instructions as well as additional 

Slides of myUFL screenshots
 All attachments referenced

 Combined Best Practices

33



Presentation Follow-Up!! 

Please contact Janet Waters for any questions or concerns:
Janet G. Waters
4-H Business Coordinator 
UF/IFAS Extension Business Services | 4-H Youth Development Program 
P.O. Box 110225 | 1604 McCarty Dr. (MCCD) | Room 1040 | Gainesville, 
FL 32611-0225
Direct: (352) 294-7863 | Main: (352) 392-1788 | Fax: (352)-392-5259
Email: janet.waters@ufl.edu

34

mailto:janet.waters@ufl.edu


Why are we here? 

• Ultimately .. It’s our kids! … Remember those 
first moments!!  We truly are making 
difference!!

• Always striving To Make The Best Better!!

• University of Florida – IFAS Extension  … You all 
make it happen, UF makes it possible.

• THANK YOU for all each and everyone one of 
do every day to make this all happen!!  

• Please take a moment to answer a few 
questions about this presentation.  That is how 
we can make our Best Better for you.  Please 
feel free to call or email us.  

35
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