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                            SUMMARY

Adams County imposes a 5% Hotel Room Rental Tax on the consideration received by 
Operators of facilities providing short term lodging, including but not limited to hotels, 
motels, bed & breakfasts, guest houses and cabins located within campgrounds. This is 
separate and in addition to the 6% State Hotel Occupany Tax. After administrative costs, 
proceeds from the Hotel Room Rental Tax go to Destination Gettysburg, the Adams 
County Tourist Promotion Agency (75%); local borough and township police departments 
that have lodging facilities within their jurisdictions (12.5%); and Adams County for 
economic development and historic preservation programs (12.5%).

The Operator of each establishment is responsible for collecting this tax from their guests, 
then reporting and remitting the tax to the Adams County Treasurer by the 20th of the 
following month.  The Operator is also responsible for maintaining auditable records to 
support the reports.

In 2018, a change in state law requires Booking Agents (Vrbo, AirBnB, etc.) to collect 
and remit state occupancy tax and to also collect and remit the Hotel Room Rental Tax 
directly to Adams County for the bookings they handle. It also clarified that Gross Re-
ceipts are inclusive of any accommodation fee by the Booking Agent. Operators remain 
responsible for monthly reporting to Adams County and are ultimately responsible for the 
payment of all Hotel Room Rental Tax, should the Booking Agent fail to do so.  

The Adams County Treasurer’s Office is responsible for collecting the tax and manag-
ing the program.  The Adams County Controller’s Office is responsible for performing 
audits on all lodging facilities to ensure the accuracy and timeliness of the taxes remitted 
to Adams County. As a part of that audit, the Controller’s Office examines financial and 
supporting documentation to validate the monthly reports, exemptions and remittances. 

Common issues identified in audits that Operators should be aware of include the 
following:

1. Operators are filing incomplete or inaccurate remittance forms relative to gross 
revenues and payments by Booking Agents.  Operators are responsible for report-
ing all revenue and all payments, regardless of whether they or a Booking Agent 
collect the money.  Booking Agents generally do not identify the funds that they send 
to Adams County, and if the Operator fails to document the amounts, the Operator 
may not be properly credited and may be billed for any shortfall. 

2. Operators are improperly allowing exemptions and/or are failing to maintain 
proper documentation for those exemptions they allow.  If an exemption is disal-
lowed, the Operator will be required to pay the Hotel Room Rental Tax for that guest. 
Note that exemption from Hotel Room Rental Tax is NOT the same as exemption 
from state sales tax or state hotel occupancy tax.

3. Operators are submitting incomplete monthly remittance forms or are submitting 
them late. Penalties and interest are assessed for each late or incomplete report/remit-
tance.

4. Operators are failing to maintain proper records to document their monthly 
reports, exemptions and remittances.  Penalties and interest are assessed for each 
month that records are unavailable.  

The purpose of this document is to assist Operators in recognizing and avoiding common 
errors.  This document will walk through general information, the required forms with 
emphasis on the findings mentioned to improve the accuracy of submissions, and includes 
relevant exhibits for reference.  

Copies of the Adams County Hotel Room Rental Tax Ordinance, and all required forms 
are available at: http://www.adamscounty.us/Dept/Treasurer/Pages/HotelRoomTaxRental.
aspx
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COUNTY OF ADAMS - HOTEL ROOM RENTAL TAX REMITTANCE FORM

1. The remittance form was revised in August 2020. See Exhibit A.                                                  
Older versions are obsolete and will not be accepted.

2. The remittance form is available in Microsoft Excel format with embedded for-
mulas to assist in accurate calculations. Please see the Adams County Treasurer’s 
Website.

3. Attached to the remittance form is a set of line-by-line instructions. The steps 
marked in red require a  calculation; the Microsoft Excel file spreadsheet contains 
formulas to perform those calculations.

4. Operators must fill in ALL sections of the remittance form.  Forms not fully                             
completed do not meet Ordinance requirements and are subject to penalties.

5. Because the Operator collects tax as an agent for Adams County, any excess 
amounts collected in a given month must be returned to the guest, if paid incor-
rectly, or paid over to Adams County if the amount represents tax due for another 
period.  Review of financial/reservation systems clearly indicate that the hotel 
room rental tax collected is captured on monthly reservation and financial reports 
in all but a few properties. This data is required and it should not be omitted from 
the monthly remittance form.

6. Certification - sign and date the remittance form before sending it to Adams County                    
with a check for the total payment due.

7. If  there are no sales, a completed form is still required showing $0 sales.  

The August 2020 revision of the Hotel Tax Remittance Due Form is a standalone 
form and the former Hotel Excise Tax Booking Agent Form and Hotel Excise 
Tax Exemption Declaration Form are no longer required. Operators should only
 submit the single page form unless there is need to explain an adjustment     
(Line 11) of the form.

COMPONENTS OF TAX DUE CALCULATION

GROSS REVENUE 
The gross revenue is the consideration Operators receive for the occupancy of a room or 
the right to occupy a room, for all bookings and from all sources. When a Booking Agent 
is involved, consideration includes the total of accommodation fee or booking fee earned 
by the Booking Agent, and the basic room rental earned by the Operator.

Common Hotel charges subject to hotel room rental tax include:
• The basic room rental charge where the charge is segregated on the guest folio/bill
• The Booking Agent fee when one is involved in the transaction
• All charges and services associated with a room rental where the room charges are not segregated on 

the guest folio (i.e. the full price of room “packages” where it is a single line item on the bill)
• Guaranteed reservations or “no show” room revenue retained by the Operator

      Common Hotel charges not subject to hotel room rental tax include:
• Charges for roll-a-ways, cots, and cribs, if separately charged
• Charges for pets or cleaning of room after a stay with a pet, if separately charged
• Room safe and refrigerator fees, if separately charged
• Charges for damage done to a room
• Charges for smoking in a room
• Room packages amenities (e.g. greens fees, lift tickets, meals) if separately charged
• Banquet and meeting room rentals
• Complimentary rooms provided at no charge to the guest, including guest stays 

through hotel chain rewards or loyalty program points, employees, or travel 
agents
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EXEMPT REVENUE (EXEMPTIONS)

1. Certain categories of occupancy revenue are exempt from the Adams County 
Hotel Room Rental Tax.

2. These exempt categories are classified into two groups - Permanent Residents 
and Transients.

3. A Permanent Resident is a person or series of persons associated with 
the same organization using a hotel room for over 30 consecutive days. No 
Hotel Room Rental Tax is due for any day after the 30th consecutive day 
(i.e. Day 31 on).  Whether Hotel Room Rental Tax must be paid for any of 
the days prior to the 30th day depends on the nature of the room contract/
agreement.  See below for details.

4. Exempt Transients are persons 1) who are affiliated with certain exempt organi-
zations AND 2) who are traveling on official business for that organization, AND 
3) whose room rental is paid for directly by that organization or by a credit card 
of that organization.  Operators are required to maintain documentation on each 
room rental they claim as exempt or the exemption will be disallowed and the tax  
assessed retroactively.

5. Exempt organizations include:
a. The Federal government 
b. The Commonwealth of Pennsylvania 
c. Employees of Pennsylvania State and affiliated Commonwealth 

universities
d. Members of the U.S. Armed Forces, including students and staff of 

the five United State Service Academies
e. Foreign diplomats, consular officers and staff members

       6.   Documentation required includes either a Pennsylvania Tax Exemption               
       Certificate or an Adams County Exempt Certificate, and, in addition to either of 
             those, proof of official travel and payment by the government entity.  

a. A Pennsylvania Tax Exemption Certificate, Form REV-1220,                                                       
                            shown in Exhibit C, may be used. Operators should ensure 
                            that the guests offering a Pennsylvania Exemption Certif- 
                      icate have checked the bottom box on the certificate (“Addtional Local, 
                            City, County Hotel Tax”).  Note that many organizations that are 
                            exempt from the other taxes listed on the Pennsylvania Tax Exemption 
                            Certificate are not exempt from the Hotel Tax.  The Operator is responsible 
                            to ensure the guest is eligible for the exemption.  

b. As an alternative, Adams County provides a form for exemptions 
for permanent and non-permanent residents.  See Exhibit B.  
This should be fully filled out for each guest and maintained as 
a record by the Operator.  The forms will be reviewed during the 
audit.  

DETAILED DISCUSSION ON EXEMPT REVENUE

Permanent Residents

• Once a person has completed their 30th consecutive day of occupancy, they are 
deemed Permanent Residents and their occupancy becomes exempt.  Prior to 
completing the 30th consecutive day of occupancy, they are considered tran-
sients.

• The length of the room contract, or “rental period” determines whether tax is due for 
days one through 30 of a consecutive occupancy.

• In the absence of a contract or agreement, the rental period is day-to-day. Tax must 
be collected and remitted to Adams County for days 1 through 30; the stay is exempt 
thereafter.
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•  If the guest is booking on a weekly basis, the tax must be collected and remitted for 
the first four rental periods (days 1 through 28), but if the guest stays past day 30, 
the guest becomes exempt in that fifth rental period and no tax is due for any day 
of that rental period or any future rental period, assuming continuous occupancy is 
maintained.

• If the guest initially books for more than 30 days, and stays through the 30th day, 
no Hotel Room Rental Tax is due at all.  Please note, however, if the guest leaves 
prior to completing day 30, the Operator will be responsible for paying the Hotel 
Room Rental Tax for the actual days of the stay because the guest never became 
a Permanent Resident.

• Any Hotel Room Rental Tax collected by the Operator during a rental period in 
which the guest qualifies as a Permanent Resident must be returned to the guest.

• Once a guest has established status as a Permanent Resident, they remain a Per-
manent Resident so long as their occupancy continues uninterrupted. A change 
in rooms is not an interruption in occupancy; changing hotels, even if owned or 
managed by the same Operator, is a break in occupancy. 

• Several occupants who are employees of an organization who sequentially occu-
py a room for 30 or more consecutive days are considered a permanent resident. 
A list of employees on company letterhead signed by an authorized representa-
tive of the company or a purchase order or copy of the vendor check for payment 
of the rooms are acceptable forms of determining the organization’s intent to 
maintain a permanent residency.

Transient Exemptions

Non-permanent or “transient” residents who are affiliated with certain exempt organi-
zations are also exempt from paying the hotel room rental tax provided that they supply 
documentation indicating that they are traveling on official business for the exempt orga-
nization and provided that the exempt organization pays for the room rental.

Categories of Exempt Organizations & Entities
There are various categories of organizations which are eligible for exemption of the 
hotel room rental tax in Adams County. 

1. United States Government employees are exempt from paying hotel room rental tax 
when a guest while on official business and the government pays for the lodging, 
including payment via a Government issued credit card. Exhibit D is a partial listing 
of the major agencies of the U.S. Government.

2. Members of the United States Armed Forces are exempt from hotel room rental tax 
if they are on official business and the government pays for the lodging, including 
payment via a Government credit card. The branches of the United States Armed 
Forces are:

a. United States Army
b. United States Navy
c. United States Air Force
d. United States Marine Corps
e. United States Coast Guard
f. United States Space Force

3. Students and staff of the Federal Service Academies (not private military acad-
emies or schools) are also exempt from hotel room rental tax if their lodging is 
solely for official purposes and the government pays for the lodging, including 
payment via a Government credit card. The Federal Service Academies are:

a. United States Military Academy, West Point, NY
b. United States Naval Academy, Annapolis, MD
c. United States Air Force Academy, Colorado Springs, CO
d. United States Merchant Marine Academy, Kings Port, NY
e. United States Coast Guard Academy, New London, CT
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4. Employees of the Commonwealth of Pennsylvania or its branches are exempt 
from hotel room rental tax when their occupancy is for official purposes and is 
paid by the state or one of its subsidary branches or agenices.  See the attached 
Exhibit E for a partial listing of the major agencies and instrumentalities of the 
Commonwealth of Pennsylvania.  

 
5. Employees of Pennsylvania state-run universities and state-affiliated Common-

wealth universities and their branch campuses qualify for exemption from the hotel 
room revenue tax, if on official business and the lodging is paid by the university or 
via a University issued credit card. See the attached Exhibit F for a listing of state 
educational entities exempt from hotel tax. Employees, representatives and guest of 
other colleges, universities, vocational colleges, public or private, non-profit or for 
profit are not exempt from paying hotel room rental tax.

6. Foreign diplomats, consular officers, and staff members are eligible for certain tax 
exemption privileges including hotel room rental tax through the Diplomatic Tax 
Exemption Program.  Mission tax exemption cards are used by foreign missions to 
obtain exemption from certain taxes, including taxes on hotel stays and lodging. The 
exemption is authorized by the presentation of a valid diplomatic tax exemption card 
at the time of payment. See Exhibit G for information about US State department 
issued diplomatic tax exemption cards. Expenses associated with the lodging of em-
ployees of foreign mission are considered official when:

a. The foreign mission holds a valid Mission Tax Exemption Card.
b. The travel of the individuals described above is conducted in support of the 

missions’ diplomatic or consular functions.
c. The lodging costs are paid for with a check, credit card or wire transfer trans-

action in the name of the foreign mission. Missions are advised that cash is 
not an acceptable form of payment.

A mission tax card may not be used to exempt taxes on hotel or lodging expenses 
unrelated to a mission’s diplomatic or consular functions, such as those related to 
tourism, medical treatment, or leisure travel.

7. Also note that representatives of labor unions representing federal or state workers 
are not eligible for hotel tax exemption. Carefully examine the Pennsylvania Exemp-
tion Certificate Form REV-1220 to see which organization they represent.

Acceptable Forms of Proof of Exempt Status

The burden of proof that a transaction is not taxable lies with the Operator who must 
maintain accurate records documenting the exemption. The Operator must examine doc-
umentation presented by a customer claiming to be exempt from the hotel room rental 
tax to determine if the documentation provided supports the validity of the exemption.

Adams County recommends use of the Adams County Exempt Organization Certifica-
tion of Travel for Official Business form, Exhibit B, which when fully filled out for each 
guest and maintained with the necessary copies of the guests documents will serve as the 
Operator’s audit record.

Some organizations will provide the Pennsylvania Exemption Certificate, REV-1220 
(Exhibit C). The guest should fill this form out COMPLETELY or present one pre-
filled out by their organization.  Please note:

a. The checkbox labeled “state or local hotel room rental tax” at the top of 
the form should be ticked. A sales tax exemption only form is NOT a 
va li d exemption for hotel room rental tax.

b. The checkbox #4 labeled “Purchaser is a/an” should be ticked and filled 
in with a description of or the exact name of the organization the guest 
represents or works for. For example: Federal employee, PA state agency 
worker, member of US military, foreign diplomat etc.
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 c.  The bottom section of the form should be completely filled out and signed
  by the guest or an authorized official of the agency or instrumentality.
  They should list the tax EIN and the full address of the organization
  they represent.

 d.  Some Federal agencies and subcontractors have customized Federal exemption
  forms which are prepared listing essential information by the
  agencies they represent and are widely used and valid in all states. The
  seal of the particular agency is often on the form.

In the case of Foreign Diplomats, Consular Officers and Staff, a copy of the
Diplomatic Tax Exemption identification card, similar to those shown in
Exhibit G should be maintained by the Operator.

NON-Exempt Organizations & Entities

There are numerous types of entities and organizations which are not eligible for exemption
of the Adams County hotel room rental tax. It is important to note that many entities
and organizations that are exempt from the state sales and use tax are NOT exempt from
the hotel tax. Operators must recognize this distinction. Examples of entities that are not
exempt from the Hotel Room Rental Tax include the following:

• Religious, Charitable, and Scientific organizations including recognized churches
• Other Non-Profit Organizations recognized by the Internal Revenue Service
• Private universities and colleges, including those located in Pennsylvania
• Public and private primary and secondary schools
• Political subdivisions of Pennsylvania - counties, cities, boroughs or townships
• Police and firemen by virtue of their public service
• Employees of other states and commonwealths
• Members of the U.S. Armed Forces and Service Academies while not on official business
• Fraternal and social organizations
• National Banks and Federal Savings & Loan Associations
• Representatives of labor unions representing federal or state workers
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Booking Agents

Many hotels, guest rentals, B&Bs, etc., are now using third-party booking agents to handle 
their reservations.  As of 2018, the state passed a bill mandating that the third-party booking 
agents remit the state hotel occupancy tax and local Hotel Room Revenue Tax.

The Hotel Room Rental Tax Remittance Form, Exhibit A, explicitly provides lines to rec-
ognize the payments that are to be made on behalf of the Operator by one or more booking 
agents.

Operators should note that they are solely responsible for the payment of all tax and 
Adams County has no control or recourse with respect to the booking agents.  Operators 
need to ensure that the booking agent has remitted the funds and that Exhibit A is accurately 
completed so that Adams County may properly credit incoming revenue from booking agents 
back to the Operator. Attach documentation of the booking agent remittance with each 
monthly report and retain copies of the documentation in your audit records.    

Due Date

Remittance forms and payments are due on the 20th of the month following the month 
being reported. The date of the postmark determines if a payment is on time or late so be 
sure to submit returns on a timely basis to avoid late payment penalties. Operators should 
ensure that the hotel tax room rental remittance form is fully completed and documen-
tation of remittances by a booking agent (if applicable) are attached; blanks in the form 
or lack of documentation may prevent the Operator from receiving credit for payments 
made on their behalf by Booking Agents or may prevent the remittance form from being 
considered timely if further information is required. 

Records

Operators must maintain auditable records that validate each item on the monthly Hotel 
Room Rental Tax Remittance Form. From the Ordinance:

Records.  Includes, but is not limited to, the number of daily transac-
tions, the rate of each occupancy, the revenues received for all lodging, 
cash receipts and sales journals, cash disbursements and purchase jour-
nals, general ledgers, copies of forms used to file monthly and other pe-
riodic tax returns with the County to comply with the Hotel Rental Tax 
Ordinance, copies of tax exempt certificates, and all records relied upon 
in completing monthly and periodic Hotel Room Rental Tax returns, as 
well as related correspondence.

The most common records issue found in audit is lack of documentation for exemptions 
allowed by the Operator, specifically documentation that a guest 1) was a member of an 
exempt organization, 2) was on official business, and 3) the room rental was paid by the 
organization or on an organization issued credit card. Documentation that the room rental 
was paid by a government credit card can be provided by a notation on the tax exempt 
form by the desk clerk; the County does not require copies of the credit card be retained. 
Similarly, identification numbers such as social security numbers may be redacted from 
any documentation retained by the Operator. Failure to maintain those records may 
result in the disallowance of exemptions and/or imposition of penalties per the 
Ordinance.

A second common audit issue is lack of documentation of payments made on behalf of the 
Operator by booking agents, if applicable.
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List of Exhibits

=> Exhibit A - Hotel Tax Remittance Form and Instruction Sheet

=> Exhibit B - Exempt Organization Attestation of Travel for Official Business 

=> Exhibit C - Pennsylvania Exemption Certificate

=> Exhibit D - Partial List of Major U.S. Government Agencies

=> Exhibit E - Partial List of Major Pennsylvania Government Agencies

=> Exhibit F - State Educational Institutions Exempt from Hotel Room Rental Tax

=> Exhibit G - U.S. State Dept. Issued Diplomatic Tax Exemption Cards 
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Period Covered (Month/Year:

Facility Name:
Address:

Contact Name and Phone:
Contact E-mail:

Line 1 $
Line 2 $
Line 3 $

Line 4 $

Line 5 $
Line 6 $
Line 7 $
Line 8 $

Line 9 $

Line 10 $

Line 11 $
Line 12 $

Note: Late Payment Penalties and Interest will be calculated by the Treasurer and billed to the Operator

Signature: Date:
Title:

Revised August 2020

-                      

-                      

Actual Tax Collected by Operator

Credit for Tax Remitted by Vrbo/Homeaway

TAXABLE REVENUE (L1 - L2) -                      

Tax Rate - 5% 0.05
TOTAL TAX DUE (L3 x 5%) -                      

Credit for Tax Remitted by Airbnb -                      

Credit for Tax Remitted by ______________________ -                      
-                      

Make checks payable to "County of Adams" and deliver to the Adams County Treasurer, 117 Baltimore Street, Room 101, Gettysburg, PA 17325.  Phone: 
717-337-9833. Retain a copy for your records. Your cancelled check is your receipt.

COUNTY OF ADAMS - HOTEL ROOM RENTAL TAX REMITTANCE FORM

Hotel Room Rental Tax is imposed at the rate of 5% of the consideration received by an Operator and/or Booking Agent for each 
room rental. See Adams County Ordinance. Operators are responsible to collect the tax from their guests and must file a 
remittance form and remit the amount due on or before the twentieth (20th) day of each month for the prior month. Forms must 
be submitted each month even if no revenue was received.

Mailing Address If Different Than Facility Address:

TAX DUE
Gross Revenue - Total Gross Lodging Receipts -                      

I hereby certify that this form has been reviewed by me and to the best of my knowledge the information contained herein is a full, true, 
correct and a complete disclosure of all tax collected or incurred during the period indicated on this return.  Any person who willfully fails 
to or refuses to collect and remit the tax, fails to pay the tax, fails to file a return, files a fraudulent or false return, attempts to prevent full 
disclosure of taxable hotel sales or presents for payment of the tax a check which is returned to the County of Adams as uncollectible is 
subject to legal action.

HOTEL INFORMATION   

-                      

Exempt Revenue - Operator Must Maintain Proper Documentation

-                      ENCLOSED PAYMENT (L10 + L11)

TAX DUE FROM OPERATOR (Greater of Line 8 or 9)

Operator Adjustments (+/-)  Explain on Separate Page

-                      

-                      

BALANCE DUE FROM OPERATOR (L4 - L5 - L6 - L7) 
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    Exhibit A

  HOTEL ROOM RENTAL TAX
  INSTRUCTION SHEET

   Line 1:  Enter the gross revenue for the calendar month, from all bookings and sources

   Line 2:  Enter the exempt revenue. Operator must maintain documentation to support all   
   exemptions        

Line 3:  This is a calculation of the taxable revenue, Line 1 minus Line 2

Line 4:  This is a calculation of the tax due, Line 3 times 5%

Line 5 – 7:  Enter one or more booking agent remittances. Operator must attach documentation of
 the remittance to allow the County to properly credit the payment..

Line 8:  This is a calculation of the Balance Due from the Operator, Line 4 less Lines 5-7

Line 9:  Enter the actual tax collected by the Operator.  In most cases, this will match Line 8

Line 10:  This is a calculation; Operators must submit greater of the balance or the amount 
  collected

Line 11 This line allows the Operator to enter any required adjustments to the payment. An expla-
nation of the adjustment must be included on a separate page. 

Line 12:  This is a calculation of the total payment being enclosed with the report submission  
     
        NOTES 

The Excel spreadsheet available from the Treasurer’s website includes formulas to perform the            
calculations shown in red.

Regarding penalties and interest, the ordinance imposes a penalty for late reports (i.e. submitted 
after the 20th of the month) in the amount of $50.00, $75.00 or $150.00, depending on the number 
of months the operator has failed to submit a timely report, together with interest at 1.5% per month 
compounded daily on the payments in arrears. The Treasurer’s Office will calculate any late penalty 
and interest and bill the Operator as appropriate.

Please note that the Ordinance also imposes a penalty for other noncompliance, including incom-
plete records, in the amount of $200.00, $400.00 or $600.00, depending on the number of months 
of noncompliance.  If ordinance related questions arise, please contact the Treasurer’s Office for 
guidance.

Checks should be made payable to “County of Adams” and mailed or delivered to:

       County of Adams
       Treasurer’s Office
       117 Baltimore St., Room 101
       Gettysburg, PA 17325

       Questions?
       717-337-9833

                                                                                

    Exhibit A
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                                                                     Exhibit B                                          
    COUNTY OF ADAMS

     Treasurer’s Office
  117 Baltimore Street, Gettysburg, PA  17325
        717-337-9833
EXEMPT ORGANIZATION CERTIFICATION 
    OF TRAVEL FOR OFFICIAL BUSINESS

I, the undersigned, am a representative of the exempt agency identified below on official business. I declare 
that the rental of accommodations on the dates listed below is for official use of the agency and is being paid for 
by the agency as follows:

Dates:  From __________________ to ______________________.

Signature on behalf of the exempt entity:  

Print name & title of the representative:  

Name of exempt entity:  

 

 

Address of exempt entity: 

 

 

 

Phone number of exempt entity:  

 

Email contact of exempt entity:  

Exempt Category:  ___ Federal Government

    ___ United Sates Armed Forces / Service Academy

    ___ Pennsylvania State Government

    ___ Pennsylvania State or Commonwealth    

      University

FOR HOTEL PERSONNEL: I have verified the guest’s official identification card and doc-
umentation of business purpose.

Signature:                                                                        

Title:

Date:                                                                   
Copies of the documentation of official business, identification of the guest, and the guest folio/
bill must be attached to this certification and maintained in the Operator’s records. SSNs may be 
redacted.
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 Exhibit C  
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Exhibit D
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 Exhibit C  
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Exhibit E Exhibit F
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Exhibit F Exhibit G
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Exhibit G
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