MELROSE

1400 N 30% St., Ste 22, PO Box 3441, Quincy, IL 62305

Dear Accounts Payable,

I am writing regarding the need for a completed Illinois CRT-61 form and a
copy of your state issued Certificate of Resale/Sales and Use permit. Your business
is receiving this letter due to Melrose either not receiving the above-mentioned
documents, or the information that was provided is incomplete.

It is important that we receive the requested forms at your earliest
convenience to prevent or remove any holds that may be placed on your account.
Should your company have any pending order(s) with us, we will not be able to
ship the order until we receive both the Illinois CRT-61 form and a copy of your
state issued Certificate of Resale/Sales and Use permit. Melrose is required to have
these documents on file for each of our customers to adhere to and remain
compliant with Illinois Title 86, Section 130.1405.

The CRT-61 form should contain the following information: Name,
Address, Resale Number (including expiration date if applicable), Signature, and
Date.

I appreciate your understanding and assistance with this matter and look
forward to your prompt response. If you have any additional concerns, please do
not hesitate to contact me.

Thank you,

Courtney La Tour

Melrose International, LLC
T: 800-282-2144 ext. 339
F: 888-219-4577

E: Courtney@Melroseintl.com



lllinois Department of Revenue

CRT-61 certificate of Resale

Step 1: Identify the seller
1 Name Melrose Intematlonal

2 Business address 1400 N. 30th St

Step 3: Describe the property

6 Describe the property that is belng purchased for resale or
list the Involce number and the date of purchase.

Quincy IL 62305

Gty State Zip

Step 2: Identify the purchaser

3 Name

4 Business address

Chy Stale Zip

5 Complete the information below. Check only one box,

O The purchaser Is registered as a retaller with the linols
Department of Revenue, -

—_——e

Account ID number

[J The purchaser Is registerad as a reseller with the IHlinols
Department of Revenuse. -

|:| The purchaser Is aulhorized to do business out-of-state and
will resell and deliver property only to purchasers located
outslde the state of llinois, See Line 5 Instructions.

Step 4. Complete for blanket certificates
7 Complete the information below. Check only one box.

0 I am the Identifled purchaser, and | certlfy that all of the
purchases that | make from this seller are for resule.

| I am the identifled purchaser, and | certify that the following
percentags, %, of all of the purchases that | make
from this seller ara for resale.

Step 5: Purchaser’s signature
I certify that | am purchasing the property described in Step 3
from the stated seller for the purpose of resale.

Purchaser's signature

Note: ItIs the seller’s responsibility to verify that the
purchaser’s |llinols account ID or Jllingis resale number Is
valld and actlve. You can confirm this by vislting our web site
at tax.illinols.gov and using the Verify a Registered Business
tool.

General information

When Is a Certificate of Resale required?

Generally, a Cerlificate of Resale is required for proof that no tax
is due on any sale that Is made tax-free as a sale for resale, The
purchaser, at the seller's request, must provide the Information
that Is needed lo complete this certificate.

Who keeps the Certificate of Resale?

The seller must keep the certificate. We may request it as proof
that no tax was due on the sale of the speacified property.

Do not mail the certificate to us.

Can other forms be used?

Yes. You can use other forms or statements in place of this
certificate but whatever you use as proof that a sale was made for
resale must contain

the seller's name and address;

the purchaser's name and address;

a description of the property being purchased;

a statement that the property is being purchased for resals;
the purchaser's signature and date of signing; and

either an lllingis account 10 number, an resale number,
or a certification of resale tc an out-of-state purchaser.

Note: A purchase order signed by the purchaser may be used
as a Cerlificale of Resale If it contains all of the above required
information,

CRYT-61 @‘1.12/10)
IL-492-3850

When is a blanket certificate of resale used?

The purchaser may provide a blanket certificate of resale to
any seller from whom all purchases made are sales for resale.
A blanket cerlificato can also specify that a percentage of the
purchases made from the Identified seller will be for resale. In
either Instance, blanket certificates should be kept up-to-date.
If a specified percentage changes, a new cartificate should be
provided. Otherwise, all certificates should be updated at least
avery thres years,

Specific instructions
Step 1: Identify the seller

Lines 1 and 2 Wrlte the ssller's name and mailing address.

Step 2: Identify the purchaser

Lines 3 and 4 Write the purchaser's name and mailing address.
Line 5 Check the staternent that apFIies to the purchaser's
business, and provide any additional requested information.
Note: A statement by the purchaser that property will be sold for
rasale will not be accepted by the department without supperting
evidence (e.g., proof of out-of-state registration).

Step 3: Describe the property

Line 6 On the lines provided, briefly describe the tangible
personal property that was purchased for resale or list the Invoice
number and date of purchase,

Step 4: Complete for blanket certlficates
Line 7 The purchaser must check the statement that applies,
and provide any additlonal requested information.

Step 5: Purchaser's signature
The purchaser must sign and date the form.




