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REV 02/24 

CITY OF IRVINE 
P.O. BOX 19575 

IRVINE, CA  92623-9575 
Phone:  (949) 724-6255 

Fax:  (949) 724-6030 

INSTRUCTIONS FOR REGISTERING A HOTEL 

Within 30 days of opening a hotel in Irvine, each hotel operator must notify the 
Director of Administrative Services that a hotel is in operation, and request a 
Transient Occupancy Registration Certificate.  The hotel operator should advise 
the City in writing of the hotel’s name, address, phone number and contact 
person.  Fiscal Services staff will verify that a valid business license has been 
issued and issue the Certificate. 

The hotel operator must post the Certificate in a conspicuous place at all times. 

Registration is required only one time for each hotel.  If the Certificate becomes 
damaged or lost, contact the City at the phone number above for a replacement. 
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FORM 22-65 REV 02/24 
 

TRANSIENT OCCUPANCY 
REGISTRATION CERTIFICATE 

ADMINISTRATIVE SERVICES 
Treasury Services

PHONE

This Transient Occupancy Registration Certificate signifies that the establishment named on the face hereof has fulfilled the 
requirements of the Uniform Transient Occupancy Tax Ordinance, as modified by City of Irvine Municipal Code, Chapter 4 § 
2-9-405, by registering with the Director of Administrative Services of the City of Irvine for the purpose of collecting from 
transients the Transient Occupancy Tax and remitting said tax to the Director of Administrative Services. This Certificate does 
not authorize any person to conduct any unlawful business or to conduct any lawful business in an unlawful manner, nor to 
operate a hotel without strictly complying with all local applicable laws, including but not limited to, those requiring a permit 
from any board, commission, department, or office of the City of Irvine. This Certificate does not constitute a permit. 
  
This Transient Occupancy Registration Certificate must be posted in a CONSPICUOUS place on the hotel premises at all times.

ESTABLISHMENT NAME

ADDRESS CITY STATE ZIP

HOTEL OPERATOR SIGNATURE

NAME

FULL TITLE

CERTIFICATE NUMBER REVIEWED BY

DIRECTOR OF ADMINISTRATIVE SERVICES
DATE
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FORM 22-41 REV 02/24 
 

UNIFORM TRANSIENT OCCUPANCY TAX/ 
HOTEL IMPROVEMENT DISTRICT RETURN 

ADMINISTRATIVE SERVICES 
Treasury Services

ESTABLISHMENT NAME

ADDRESS

CITY STATE ZIP

REPORTING PERIOD

TO

CERTIFICATE NUMBER

CUSTOMER ID*

1. GROSS RENTAL RECEIPTS

2. PERMANENT RESIDENTS1

3. GOVERNMENT EMPLOYEES2

4. TOTAL DEDUCTIONS

5. TAXABLE RENTS

6. TRANSIENT OCCUPANCY TAX - 8%

7. IRVINE HOTEL IMPROVEMENT DISTRICT ASSESSMENT - 2%

8. PENALTY ON LATE PAYMENT3

9. INTEREST ON LATE PAYMENT3

10. TOTAL TAX, PENALTIES, AND INTEREST

* Use Customer ID provided by the City. 
¹ Applies to continuous occupancies beyond 30 days or occupancies pursuant to a written contract. The first 30 days of an extended stay 

are not exempt from taxes. A copy of all extended stay contracts must be on file with the City.  
² Government exemptions must be supported by and be in compliance with an Exemption Certificate for Governmental Agencies.  
³ Payments are due on the last day of the subsequent month. See separate instructions for penalty and interest calculations on late 

payments. 

I declare under penalty of perjury, that to the best of my knowledge and belief, the statements herein are true and correct 
and in conformance with City of Irvine Municipal Code §§ 2-9-401 through 2-9-417 and City Council Resolution No. 02-152.

SIGNATURE DATE

NAME TITLE

PHONE NUMBER EMAIL ADDRESS

 $0.00

 $0.00

 $0.00

 $0.00

 $0.00
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FORM 22-82 REV 02/24 
 

ELECTRONIC FUNDS TRANSFER FORM 

ADMINISTRATIVE SERVICES 
Treasury Services

Please reference the information below when making an electronic payment to the City of Irvine.  
  
  
BANK NAME AND ADDRESS:  Bank of America 
     Roland Patrick Kamachi 
     150 N Hacienda Blvd. Suite 200 
     City of Industry, CA 91744 
      
PHONE:    (626) 844-8640 
      
  
ROUTING NUMBERS:    To avoid transfer delays, use the correct routing number  
     for the transaction you are making. 
  

     WIRE transfers only: 026009593 
     ACH credits only: 121000358 
      

  
BANK ACCOUNT NUMBER:  14330-00006 
  
  
ACCOUNT NAME:   City of Irvine, General Account 
  
  
DESCRIPTION OF PAYMENT:  
   
  
  
  
     
  
  
  
  
  
  
  
  
Please email payment notification to COITreasury@cityofirvine.org on or before the payment date.  All inquiries may be 
directed to this email address as well. 
  
  
  
 

You must reference an invoice 
or customer number, or provide 
a detailed description of your 
payment.
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FORM 22-64 REV 02/24 
 

UNIFORM TRANSIENT OCCUPANCY TAX/ 
HOTEL IMPROVEMENT DISTRICT REFUND CLAIM 

ADMINISTRATIVE SERVICES 
Treasury Services

ESTABLISHMENT NAME

ADDRESS CITY STATE ZIP

TRANSIENT  
OCCUPANCY TAX

HOTEL  
IMPROVEMENT  

DISTRICT

ORIGINAL REPORTING PERIOD (Where refund is being requested): TO

1.  AMOUNT OF TAXES/ASSESSMENT ORIGINALLY PAID

2.  REFUND CLAIMS*

3.  REVISED TAX/ASSESSMENT

All refund claims must be supported by a signed, written explanation of the claim, documentation verifying the 
reason and right to the amounts requested and an amended Transient Occupancy Tax Return.  
  
*A refund or credit will be allowed under the following specific circumstances:  

·  Overpayment 
·  Duplicate payment 
·  Erroneously or illegally collected tax/assessment 

  
No refund or credit will be given unless the amount of tax/assessments has been refunded to the transient or credited to rent 
subsequently payable by the transient to operator.

I declare under penalty of perjury, that to the best of my knowledge and belief, the statements herein are true and correct 
and in conformance with City of Irvine Municipal Code § 2-9-716 and City Council Resolution No. 02-152.

DATESIGNATURE

TITLE

TOTAL

NAME

 $0.00 $0.00

 $0.00

 $0.00

 $0.00
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FORM 22-40 REV 02/24 
PAGE 1 of 2 

TRANSIENT OCCUPANCY TAX 
EXEMPTION CERTIFICATE 

FOR GOVERNMENT OFFICERS/EMPLOYEES 

ADMINISTRATIVE SERVICES 
Treasury Services

I N S T R U C T I O N S
As provided in Section 2-9-403 subsection parts 2 and 3 of the Irvine Municipal Code, Federal or California State 
officers/employees shall be exempt from Irvine's Transient Occupancy Tax when they are conducting official business.
The following form assists the hotel operator in validating each exemption claimed under this section. An exemption 
certificate signed by the guest is required to support all such exemptions claimed on the monthly Transient Occupancy 
Tax return, and will be examined in the course of periodic reviews conducted by an independent accounting firm. 

The official or employee (guest) should complete their name, agency, and location of home office, dates of occupancy, 
and room number. The official or employee must sign the exemption certificate stating that they are on official business 
of the qualified agency and therefore entitled to the exemption. 

The guest shall provide one of the following documents as conclusive evidence of occupancy for official business: 

  

  
  
The hotel operator shall complete the date, hotel name, and hotel address, document proof of official business, and sign 
the bottom of the form.

 • 
• 

  •

Travel order from the agency 
Government warrant for occupancy 
Government credit card for occupancy

8



FORM 22-40 REV 02/24 
PAGE 2 of 2 

TRANSIENT OCCUPANCY TAX 
EXEMPTION CERTIFICATE 

FOR GOVERNMENT OFFICERS/EMPLOYEES 

ADMINISTRATIVE SERVICES 
Treasury Services

DATE:

TO: DIRECTOR OF ADMINISTRATIVE SERVICES 
 CITY OF IRVINE

FROM:
ESTABLISHMENT NAME

ADDRESS

I declare under penalty of perjury, that I, the undersigned, am a FEDERAL OR CALIFORNIA STATE government official or 
employee;  that the charges for the occupancy at the above establishment on the dates set forth below are incurred in the 
performance of my official duties as an official or employee of such agency.

OCCUPANT NAME DATES OF OCCUPANCY ROOM#

TO

GOVERNMENTAL AGENCY LOCATION OF HOME OFFICE

Hotel operator should ONLY accept this certificate when accompanied by one of the following: a travel order from their 
government employer, a government warrant, or a government credit card issued by their employer to pay for the 
occupancy.  The Hotel operator is responsible for verifying the occupancy documentation for official business.  A separate 
exemption certificate is required for each occupancy and for each governmental official or employee.

TO BE COMPLETED BY HOTEL OPERATOR/STAFF: 
  
BY SIGNING BELOW, HOTEL STAFF HAS VERIFIED THE VALIDITY OF THE OCCUPANCY FOR OFFICIAL BUSINESS USING ONE OF 
THE FOLLOWING (Check one): 
  
VERIFIED AND RECEIVED BY:

PRINT HOTEL STAFF NAME

SIGNATURE OF HOTEL STAFF DATE

SIGNATURE

TRAVEL ORDER GOVERNMENT WARRANT GOVERNMENT CREDIT CARD
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FORM 22-36 REV 02/24 
PAGE 1 of 2 

HOTEL EXTENDED STAY 
CONTRACT TRANSMITTAL FORM 

ADMINISTRATIVE SERVICES 
Treasury Services

I N S T R U C T I O N S
Extended stay contracts, as described in Section 2-9-401 of the Irvine Municipal Code, refers to a contractual agreement 
in which a fixed number of rooms are occupied on a continuous basis in excess of 30 days. Provided that the actual 
number of rooms occupied varies by less than 20 percent of the contractual number, the gross rents received from such 
occupancies are not taxable. No occupant shall be exempt from the tax for the initial 30 days of occupancy. 
  
Each hotel operator must complete a “City of Irvine Hotel Extended Stay Contract Transmittal Form” to establish whether 
any such contracts exist. The Transmittal Form must be completed upon inception of the establishment, the 
commencement of a new contract, or the termination of an existing contract. 
  
If a hotel has extended stay contracts, then each contract must be listed on the Transmittal Form, and a copy of each 
contract must be submitted to the City of Irvine. If there are no such contracts, respond “NO” to that question on the 
form. The form should be signed, dated, and returned to the City.  Please submit your completed form by mail, fax, or 
email: 
  
 MAIL: City of Irvine   FAX: Finance/Treasury EMAIL: COITreasury@cityofirvine.org 
  Attn: Finance/Treasury   949-724-6030 
  P.O. Box 19575 
  Irvine, CA 92623-9575
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FORM 22-36 REV 02/24 
PAGE 2 of 2 

HOTEL EXTENDED STAY 
CONTRACT TRANSMITTAL FORM 

ADMINISTRATIVE SERVICES 
Treasury Services

ESTABLISHMENT NAME

ADDRESS CITY STATE ZIP

TRANSIENT OCCUPANCY CERTIFICATE NUMBER

Does your establishment have any extended stay contractual arrangements with businesses that are relevant to City of Irvine 
Municipal Code Section 2-9-401?             If YES, list businesses below and attach copies of contracts.YES NO

ESTABLISHMENT NAME (Attach additional pages if necessary)

1.

2.

3.

4.

5.

6.

7.

8.

9.

10.

I declare under penalty of perjury that to the best of my knowledge and belief, the statements made herein are true and 
correct.

SIGNATURE DATE

TITLE

Submit your completed form by mail, fax, or email: 

 MAIL: City of Irvine FAX: Finance/Treasury EMAIL: COITreasury@cityofirvine.org 
Attn: Finance/Treasury 949-724-6030
P.O. Box 19575 
Irvine, CA 92623-9575
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CITY COUNCIL RESOLUTION NO. 02-152 

A RESOLUTION OF THE CITY COUNCIL OF THE CITY OF 
IRVINE ESTABLISHING THE IRVINE HOTEL IMPROVEMENT 
DISTRICT AND LEVYING AN ASSESSMENT 

WHEREAS, at its October 8, 2002 meeting, the City Council of the City of 
Irvine adopted Resolution 02-139, A RESOLUTION OF INTENT OF THE CITY 
COUNCIL OF THE CITY OF IRVINE TO ESTABLISH A BUSINESS 
IMPROVEMENT AREA; and 

WHEREAS, the City Council of the City of Irvine held a public hearing on 
November 12, 2002 at 4:00 p.m. in the City Council Chambers of Irvine City Hall, 
One Civic Center Plaza, Irvine, California; and 

WHEREAS, at that public hearing the City Council did not receive written 
protests from affected businesses that would, in total, represent in excess of fifty 
percent of the total assessment to be levied; and 

WHEREAS, the City Council of the City of Irvine affirms that it is in the public 
interest to promote, maintain and enhance the economic strength and physical 
maintenance of the business districts within the City in order to create and conserve 
jobs, attract new businesses, and prevent erosion of the City's business districts; 

NOW, THEREFORE, the City Council of the City of Irvine HEREBY DOES 
RESOLVE AS FOLLOWS: 

Section 1. Pursuant to Section 2-7-752 of the Irvine Municipal Code, the City 
establishes a business improvement area that shares the same boundaries as the 
legal boundaries of the City of Irvine, and such business improvement area shall 
have no separate benefit zones. 

Section 2. That a business improvement area has been established and shall 
be named the "Irvine Hotel Improvement District." 

Section 3. The activities in Section 6 of this Resolution shall be funded by 
the levy of an assessment upon all hotels within the City. The City shall assess a 
two percent (2%) room rental assessment for all hotel room rentals in Irvine. The 
assessment will be collected by all Irvine hotels and remitted to the City at the same 
time and in the same manner as the City's Transient Occupancy Tax. Included with 
the remittance will be an itemization of the total amount of Transient Occupancy Tax 
and the corresponding percent, and the total room rental assessment and the 
corresponding percent. 

44



Section 4. To reduce administrative costs to the hotels, hotels may, but shall 
not be required to, combine the Irvine Hotel Improvement District assessment and 
Transient Occupancy Tax into a single room charge, so long as the single room 
charge equals the aggregate of the adopted rates for Transient Occupancy Tax and 
the Irvine Hotel Improvement District assessment. The City will segregate all funds 
received by the City as the payment of the Irvine Hotel Improvement District 
assessment, and credit the revenue to an account created for that purpose. All 
contract commitments made by a hotel prior to this resolution shall be exempt from 
the assessment. The definition of "Hotel" will be as defined in Section 2-9-401 of the 
Irvine Municipal Code. 

Section 5. All hotels in the Irvine Hotel Improvement District will be subject to 
any amendments to this resolution. 

Section 6. The types of improvements and activities to be funded by the levy 
of assessments on businesses within the Irvine Hotel Improvement District will be 
programs designed to promote tourism within the City; attract, recruit and retain 
businesses in the City; and to furnish cultural programs in public places in Irvine. 

Section 7. The City will fund the programs described in Section 6 above by 
distributing the Irvine Hotel Improvement District assessment revenue as follows: 
1.5% to fund the Irvine Chamber of Commerce's Destination Irvine program to 
attract and recruit business and tourism to Irvine, and .5% to fund City of Irvine 
cultural programs, for a total assessment of two percent (2%). Except where funds 
are otherwise available, the assessment will fund all activities, as specified in 
Section 6 above, in the Irvine Hotel Improvement District. 

Section 8.  The City finds that the businesses and property within the Irvine 
Hotel Improvement District will be benefited by those activities funded by the 
assessment. 

Section 9. The City's costs and expenses in auditing and administering the 
assessment and programs will not be funded from the assessment. 

Section 10. The Irvine Hotel Improvement District assessment is to 
commence on January 1, 2003, and shall continue in effect until disestablishment of 
the Irvine Hotel Improvement District as provided for in Chapter 7.5, Section 2-7- 
766, of the Irvine Municipal Code. 

Section 11. The City will create a joint committee entitled, "City of Irvine Hotel 
Improvement District Operating Committee," composed of four representatives for 
the Irvine Chamber of Commerce Hospitality Committee, four representatives for the 
City of Irvine, and a Chairperson appointed by the City of Irvine to identify cultural 
and signature events within the Irvine Hotel Improvement District. 

CC RESOLUTION 02-152 

45



Section 12. No later than July of each year, the City will provide to the 
Chamber of Commerce and the Chamber of Commerce will provide to the City a 
report detailing the proposed use of funds for the next fiscal year. 

Section 13. No later than August 15 of each year, the Chamber of Commerce 
will provide to the City, in a form required by the City, a report detailing the 
assessments received and program expenditures for tourism and economic 
development for the past fiscal year. Within 30 days after conclusion of its annual 
audit, the Chamber of Commerce will submit to the City a copy of its audited 
financial statements from the funds appropriated to the Chamber of Commerce for 
Destination Irvine or any other program operated with such funds. 
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STATE OF CALIFORNIA ) 
COUNTY OF ORANGE ) SS 
CITY OF IRVINE 	) 

PASSED AND ADOPTED by the City Council of the City of Irvine at a regular 
meeting held on the 12th  day of November, 2002. 

ATTEST: 

I JERI L. STATELY, City Clerk of the City of Irvine, HEREBY DO CERTIFY 
that the foregoing resolution was duly adopted at a regular meeting of the City 
Council of the City of Irvine, held on the 12 th  day of November, 2002. 

AYES: 	5 COUNCILMEMBERS: Krom, Mears, Smith, Ward and 
Agran 

NOES: 	0 COUNCILMEMBERS: None 

ABSENT: 0 COUNCILMEMBERS: 
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