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A Practical Guide to Building a Stronger, More Compliant Certificate
Process
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Purpose of this guide

Use this guide to evaluate and strengthen the operational controls surrounding exemption certificates -
from customer onboarding and collection through validation, renewal monitoring, document storage,
and audit response.

Prepared by TaxCert Solutions
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How to Use This Guide

Exemption certificate management is not a single task. It is a controlled lifecycle. This guide is organized
around the six operational capabilities that make that lifecycle sustainable.

1 Foundations Understand the population,
risks, and control objectives.

2 Roles & Responsibilities Define ownership across Tax,
Credit, AR, Sales, and customer-
facing teams.

3 Collection Best Practices Build repeatable onboarding
and remediation campaigns.

4 Validation & Review Separate document receipt from
document approval.

5 Monitoring & Renewals Track legal expiration, renewal
triggers, and internal review
dates.

6 Audit Readiness Keep documentation searchable,

supportable, and retrievable.

Core principle

A certificate repository answers: “Do we have a document?” A certificate management program
answers: “Do we have the right support, has it been reviewed, does it still apply, and can we produce it
when needed?”

What this guide does not do

This guide does not provide a universal state-by-state determination of certificate validity. State rules
differ and can change. Always verify current requirements with the applicable taxing authority or
qualified advisor.
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1 FOUNDATIONS

Start with the exempt population and build controls around documented risk.

Know the population before you manage the documents

A strong program begins by identifying who is currently receiving exempt tax treatment and why. The
customer master or tax engine should be reconciled to the certificate repository so that missing,
incomplete, and unreviewed documentation can be identified.

Minimum data to maintain

v Customer ID and legal customer name

v Jurisdiction(s) supported by the documentation

v/ Certificate type and exemption reason

v/ Certificate or registration number, when applicable

v Effective date and expiration/end date, when applicable
v/ Internal review or renewal date

v Validation status, reviewer, and review date

v Document location and exception notes

Recommended status model

Status Meaning

Valid Reviewed and accepted under the organization’s
current standards.

Pending Review Received but not yet approved.
Missing Required support has not been obtained.
Action Needed Incomplete, unclear, renewal due, or additional

support required.
Rejected Reviewed and determined not acceptable.

Inactive / Superseded No longer relied upon, but retained according to
record-retention policy.
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Control objective

The tax treatment in the ERP or tax engine should be traceable to the documentation and approval
status supporting it.

2 ROLES & RESPONSIBILITIES

Shared participation works best when accountability is explicit.

Certificate management often touches several departments. A documented responsibility model reduces
duplicated outreach, inconsistent approvals, and accounts that fall between teams.

Role Typical Responsibilities

Tax / Indirect Tax Defines validation standards, resolves technical
questions, approves exceptions, and oversees
audit support.

Credit / Accounts Receivable Supports customer outreach, account
maintenance, and escalation procedures.

Sales / Customer Service Helps obtain customer contacts and resolve
relationship-sensitive issues.

Certificate Operations / Managed Service Performs collection, indexing, review workflow,
renewal monitoring, and reporting under defined
standards.

IT / Systems Maintains integrations, permissions, data quality

controls, and secure storage.

Define exception authority

Document who can authorize temporary exempt treatment, approve a nonstandard document, change an
account to taxable, or override an automated control. Exceptions should be visible, time-bound where
appropriate, and reviewable.

Practical test

Ask five people involved in the process who owns certificate follow-up and approval. If you receive
five different answers, the responsibility model needs work.
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3 COLLECTION BEST PRACTICES

Prevent gaps during onboarding and remediate existing gaps systematically.

Build collection into customer onboarding

T

he lowest-cost certificate to collect is usually the one obtained before or during exempt-account setup.

Avoid creating a permanent “collect later” queue whenever possible.

S
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uggested onboarding workflow

. Customer requests exempt treatment

. Applicable documentation identified

. Certificate requested

. Document received

. Validation performed

. Exempt status approved

. Future review/renewal trigger established
or existing gaps: use a campaign

Define the population and segment it by risk or value.

Use standardized outreach templates with a clear request and due date.

Track initial requests, follow-ups, responses, and escalations.

Do not mark an account complete merely because a PDF was received.

Measure campaign results: response rate, validated documents, unresolved accounts, and aging.

Prioritize intelligently

When the population is large, consider exempt sales volume, jurisdictions, certificate status, customer
activity, audit exposure, and ease of remediation rather than treating every missing document as
equal.
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4 VALIDATION & REVIEW

Receiving documentation is not the same as validating it.

The review standard should be documented and applied consistently. The exact requirements depend on
the jurisdiction and exemption, but a disciplined review typically considers the following areas.

Certificate review checklist

v Purchaser/customer identity matches the account or supportable legal entity.

Seller information is present when the form requires it.
The applicable state or jurisdiction is identified.
The exemption reason is stated and reasonably aligns with the customer’s purchases.
Required registration, permit, exemption, or identification numbers are present.
Required dates, signatures, or attestations are present.

The certificate type is acceptable for the jurisdiction and exemption claimed.

D N N N N N

Any state-specific limitations, supplemental documents, or renewal requirements have been
addressed.

v The document is legible, complete, and stored with searchable metadata.

Good-faith review matters

The Multistate Tax Commission explains that sellers should examine a resale certificate before accepting it
and notes that applicable states determine whether a certificate is acceptable. The MTC also cautions that
states vary in their rules and may change their policies.

Important distinction

Use a workflow that separates Received — Pending Review — Validated. This creates a visible control
point between document intake and tax-status approval.
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5 MONITORING & RENEWALS

Use the right date for the right purpose.

Avoid applying a universal expiration rule to every certificate. Some certificates may be blanket
certificates, some may require periodic replacement, and others may need review when facts change.

Track three date concepts

Date Purpose

Effective Date When the documentation begins supporting the
exemption.
Expiration / End Date Use when the applicable requirement or

document establishes an end date.

Internal Review Date A company-selected date to re-confirm
documentation or underlying facts.

Create event-based review triggers

e Customer legal-entity or ownership changes

e Location or ship-to changes

e Registration or exemption-number changes

¢ Change in exemption reason or purchasing pattern
e Jurisdictional form or policy changes

e Known expiration or renewal date

e Audit findings or internal-control exceptions

Streamlined Sales Tax instructions provide an example of why date logic must be rule-specific: a blanket
certificate may remain effective until cancelled by the purchaser under the conditions described in the
instructions, and the form also notes that not all states allow all exemptions listed.

Best practice

Maintain a controlled rule matrix with jurisdiction, certificate type, renewal trigger, source, and last
verification date. Separate legal requirements from internal review policy.
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6 AUDIT READINESS

Make support retrievable before an auditor asks for it.

Audit readiness is more than possessing certificates. The organization should be able to connect
documentation to customers and transactions, identify exceptions, and produce support efficiently.
Audit-ready repository characteristics

Searchable by customer, jurisdiction, certificate type, and status

Includes review history and exception notes

Preserves superseded documents according to retention policy

Supports bulk export or organized response packages

v
v
v
v/ Restricts access appropriately to customer and tax information
v
v/ Can be reconciled to exempt sales and the customer master

v

Has tested backup, access, and retrieval procedures

Before an audit request arrives

e Reconcile exempt customers to documentation.

¢ Identify high-dollar gaps and unresolved exceptions.

e Test certificate retrieval for a sample of customers and jurisdictions.

e Confirm the effective period supports the transactions being relied upon.
e Document remediation efforts and customer outreach.

e Establish a central audit-request log with owners and due dates.

Readiness question

If an auditor asked today for the certificates supporting your top 25 exempt customers in one state,
how quickly could your team produce a complete, organized response?
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Certificate Management Metrics That Matter

Raw document counts are useful operationally, but they do not necessarily describe compliance quality.
Consider metrics that show coverage, quality, aging, and exposure.

Metric Why It Helps

Certificate Coverage % Validated customers or required customer-
jurisdiction combinations divided by the
population requiring support.

Missing Documentation Open accounts or jurisdictions with no support on
file.

Pending Validation Documents received but not yet reviewed.

Action Needed Certificates requiring correction, renewal,

supplemental support, or escalation.

Campaign Response Rate Customers responding to collection outreach
within the defined campaign window.

Average Days Outstanding Aging of unresolved certificate requests.

Exempt Sales with Gaps Exempt sales associated with unresolved
documentation, where data is available.

Upcoming Reviews Certificates or accounts reaching a legal or
internal review trigger.

A simple maturity model

Reactive: Certificates are requested primarily during audits or when problems arise.
Tracked: A repository and status list exist, but processes rely heavily on manual follow-up.
Controlled: Documented validation standards, ownership, renewal logic, and reporting are in place.

Proactive: Onboarding, automated reminders, exception queues, and audit-ready reporting are
integrated.

Optimized: Data, workflows, and service capacity are continuously measured and improved.
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30-Day Improvement Plan

You do not need to redesign the entire process at once. A focused 30-day assessment can establish the
baseline and identify the highest-value improvements.

Days 1-5 Define scope Identify systems, owners,
exempt populations, certificate
repositories, and current
policies.

Days 6-10 Reconcile Compare exempt customer data
to documentation and quantify
missing / unreviewed records.

Days 11-15 Standardize Define statuses, validation
checklist, naming conventions,
exception authority, and
required metadata.

Days 16-20 Prioritize Rank gaps using sales volume,
jurisdiction, audit exposure,
aging, and customer activity.

Days 21-25 Remediate Launch targeted outreach and
validate incoming
documentation using the new
standards.

Days 26-30 Sustain Create dashboards, renewal
triggers, periodic reconciliation,
and management reporting.

The objective

Move from a document-collection mindset to a controlled certificate lifecycle: Collect — Validate —
Monitor — Support — Secure.
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Official Resources & Further Reading

Because exemption rules are jurisdiction-specific, maintain direct links to current taxing-authority
guidance. The following national resources are useful starting points:

Multistate Tax Commission - Uniform Sales & Use Tax Resale Certificate - Multijurisdiction
https://www.mtc.gov/Resources/Uniform-Sales-Use-Tax-Exemption-Certificate/

Multistate Tax Commission - FAQ: Uniform Sales and Use Tax Certificate
https://www.mtc.gov/resources/fag-uniform-sales-and-use-tax-certificate/

Streamlined Sales Tax Governing Board - Certificate of Exemption Instructions

https://www.streamlinedsalestax.org/docs/default-source/forms/exemption-certificate-instructions.pdf

Need help strengthening your certificate management process?

TaxCert Solutions helps businesses organize exemption certificate collection, validation, expiration
monitoring, renewal campaigns, secure document management, and sales & use tax audit support.

Stronger Documentation. Stronger Compliance.
TaxCert Solutions

Important Disclaimer

This guide is provided for general educational and operational purposes only and is not legal, accounting,
or tax advice. Sales and use tax exemption requirements vary by jurisdiction, transaction, purchaser, and
exemption type and may change over time. Users should verify current requirements with the applicable
taxing authority and/or qualified advisor before relying on any certificate or process.
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