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To:	CBC Sales Team
From:	Brian Schroeder, VP Sales & Marketing
Re:	Sales Tax Process
Date:	2/19/2025


CBC Group must collect sales tax for any customer who does not have proper paperwork on file.  This is due to the fact that the company operates a direct-to-consumer business on the “Christian Brands” side and is subject to sales tax collection from any and all states.  In order to shield our wholesale gift business and customers from sales tax liability, we must collect the appropriate forms.

Please review the following updates regarding sales tax:

· All sales tax related questions need to be directed to the AR Tax email address: tax@cbcgroupco.com. If a customer has an urgent matter, please take their contact information, and send an email with their account number, flagged as High Importance, to the AR Tax email and cc sparks@cbcgroupco.com. We ask that you no longer ask customers for their tax certificates, or attempt to answer any sales tax questions, as the AR Tax team will be managing the sales tax process going forward.

· For all new accounts, customers will receive an automated email from EXEMPTAX Support no-reply@exemptax.com where there will be a link for them to upload the necessary documents and complete the tax-exempt process. 
· The tax documents will be uploaded directly into the third-party tax system, EXEMPTAX. The AR Tax team will then update Advantage, however, please keep in mind that there may be a delay with releasing a customer’s order if they don’t respond to the email and/or they may be taxed on their initial order, however, a refund will be issued as necessary, once the proper forms are received.
· Also, please note that customers will have 30 days to respond to the EXEMPTAX email. If no response is received within 30 days, taxes will be assessed accordingly, and they will not be refunded.

· For existing customers, we are doing some cleanup in our system to remove invalid comments in the sales tax field, such as: RESALE, EXEMPT, Conv. Cust., etc. These comments are no longer valid as they will not pass an audit. We are also removing incomplete or invalid information in the sales tax field, if we do not have their certificate on file.
· It is possible that we never actually received their Resale or Tax-Exempt Certificate, or they were lost
· Please advise these customers that they will need to respond to the email they should have received (or will receive) from EXEMPTAX in order to complete the tax-exempt process.

· ALL CUSTOMERS (based in the United States) are required to have either a resale or tax-exempt certificate on file with us, or they will be charged taxes on their orders accordingly.
· If a customer chooses to pay taxes on their orders, or advises they are not exempt from sales tax, please send this information to the AR Tax email address and we will update the system and EXEMPTAX accordingly.
· If a customer is based outside of the US, we do not need any paperwork from them. All we need is an email to be sent to the AR Tax email address stating the customer is “International” and we will update Advantage and EXEMPTAX accordingly. However, international customers must have a Bill To address in Advantage that reflects their international address.
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