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Taxable Sales Worksheet

Please complete the following fields before moving forward

Date
Month of (Sales Tax Reporting Month)
Location
Prepared by
School Name (Please select this from the drop down)
Tax Year (2018) 

*Please save a copy of this file before you close out of the document. You can use this template on next month.



What Items Are Required For Sales Tax Calculation



EXAMPLE ONLY



Summary 

This information is automatically populated when you complete the Taxable Sales Worksheet



Summary Continued… 
(A) Activity 
Account- Select 
this info. from the 
dropdown

(C) Total Sales- This 
amount is located 
on the Taxable 
Sales Worksheet

(H) Taxable Sales 
Revenue- This amount 
is located on the 
taxable sales worksheet

This should match total sales 
tax for the month 



Sales Tax Posting Form



Completing the Campus & Location Tax Report



QUESTIONS?
Please contact Shametra Collins, Accounting Coordinator

Phone: 817-547-5639
Email: Shametra.Collins@birdvilleschools.net
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