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IFTA/IRP TRAINING

1

RECORDKEEPING – QUARTERLY 
RETURNS – RENEWAL SCHEDULES
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Note: This tutorial is for informational 
purposes only and does not replace or 
subjugate the IRP and/ or IFTA Articles of 
Agreement, Procedures Manual, Audit Manual 
or any State or Federal Laws and/or 
Regulations.  It is the responsibility of the 
licensee to keep informed of any and all
changes to IRP and IFTA and to review 
governing documents.

*The example records shown are for 
informational purposes only*
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DID YOU KNOW?

Prior to IRP a carrier was REQUIRED to 
obtain registrations and plates from each 
jurisdiction in which they operated.

Regional agreements existed before IFTA 
was established, formerly known as RFTA
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Understanding the Agreements

 Registration reciprocity agreement 
providing for payment of apportionable 
fees on the basis of total distance 
operating in all jurisdictions (State and 
Provinces)

 License plate

 Applies to apportionable fees only

 Fuel use tax collection/ disbursement 
agreement – fuel tax is paid upon purchase 
then distributed based on jurisdictional travel

 Simplifies fuel tax reporting 

 Decals

 Allows retention of each jurisdictions sovereign 
authority to set their own tax rates

 Perinate information is reported to a single base jurisdiction

 To promote and encourage the fullest use of the highway systems

 Ease the reporting burden on carriers, make it simpler for carrier to travel 
interjurisdictionally

 Fuel tax is referred to as Road Toll in NH 4
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Apportionable (IRP) and Qualified (IFTA)
Motor Vehicles

Used, designed, or maintained for 

Transportation of Persons or Transportation of Property

AND

Two axles and a 
GVW or 

registered GVW 
weight exceeding 

26,000 lbs.

(11,793 kg.)

Used in combination 
(truck + trailer) 
where GVW or 
registered GVW 

exceeds 26,000 lbs.
(11,793 kg.)

Three or 
more axles 
regardless 
of weight

IFTA includes all fuel 
types. Gasoline, diesel, 
ETC… 
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Apportionable (IRP) and Qualified (IFTA)
Motor Vehicles cont.

6

• All mileage must be tracked for apportioned vehicles 
• All mileage and fuel must be tracked for IFTA decaled vehicles

There are no personal mileage/ fuel exemptions once 
a vehicle is apportioned and/ or IFTA decaled.
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Examples of apportionable/ qualified motor 
vehicles include, but not limited to:

Tractor Trailer Dump Truck Box Truck

Truck and Trailer Combination
(Hot Shots)

Trash Truck Crane

**underweight vehicles –
circumstantially (IRP only)
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IRP – 48 U.S. States, District of Colombia, and 10 Canadian Provinces
IFTA - 48 U.S. States and 10 Canadian Provinces

Non-IRP/ IFTA – Alaska, Hawaii, Canadian Territories (Yukon, Northwest & Nunavut), Mexico

The District of Colombia is an IRP jurisdiction but NOT an IFTA jurisdiction

8
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A Registrant shall retain the 
records on which the Registrants 
application for apportioned 
registration is based for a period 
of three (3) years following the 
close of the Registration year to 
which the application pertains, 
and on request, shall make such 
Records available for Audit. 

IRP 1000 RETENTION AND AVAILABILITY OF RECORDS

As an IRP registrant and IFTA licensee, you have agreed to maintain and 
preserve your records in accordance with the recordkeeping requirements.

MILEAGE 
RECORDS

The licensee shall retain the records 
of its operations to which IFTA 

reporting requirements apply for a 
period of four (4) years following 

the date the IFTA tax return for such 
operations was due or filed, 

whichever is later, plus any time 
period included as a result 

of waivers or jeopardy assessments.

P510 RETENTION AND AVAILABILITY OF RECORDS

MILEAGE + FUEL 
RECORDS

9
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MILEAGE RECORD 
REQUIREMENTS

The IFTA Mileage Records Requirements and the IRP 
Mileage Records Requirements are nearly identical.
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CONTENT OF RECORDS - Mileage

 A Licensee shall maintain detailed distance records which show operations on 
an individual-vehicle basis. The records shall maintain but not be limited to:

Manual/ Paper Vehicle Tracking

 Date of trip (starting and ending)

 Trip origin and destination

 The route of travel

 Beginning and ending odometer or hubodometer reading, engine control 
module (ECM), or any similar device for the trip

 Total distance of trip (miles/kilometers)

 Distance traveled in each jurisdiction (miles/kilometers) (recommend 
taking jurisdictional border crossing odometer readings),

 Unit number or vehicle identification number

11
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Manual 
Record 
examples
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CONTENT OF RECORDS – Mileage

GPS / VEHICLE TRACKING SYSTEM (Effective January 1, 2024 - IFTA)

 Distance records produced by a vehicle tracking system that utilizes latitudes and 
longitudes, a record must be created and maintained at a minimum every 10 
minutes when the vehicle’s engine is on and contain the following data elements:

 the date and time of each system reading, 

 the latitude and longitude to include a minimum of 4 decimal places (0.0001) of each 
system reading,

 the odometer reading from the engine control module (ECM) of each system reading. If 
no ECM odometer is available a beginning and ending dashboard odometer or 
hubodometer for the trip will be acceptable,

 the vehicle identification number or vehicle unit number.

 This data must be accessible in an electronic spreadsheet format such as XLS, 
XLSX, CSV or delimited text file. Formats from a vehicle tracking system that 
provides a static image such as PDF, JPEG, PNG, or Word are not acceptable. 13

IRP requires 
system readings 
at a minimum 
of 15 minutes

13



10/9/2024

14

G
PS

 /
 V

EH
IC

LE
 T

RA
C
KI

N
G

 
EX

A
M

PL
E

14

14



10/9/2024

15

CONTENT OF RECORDS - Mileage

 SUMMARIES

 A summary of the Fleet’s operations for each month, which includes both the full 
distance traveled by each apportioned/ decaled Vehicle in the Fleet during the 
calendar month, and the distance traveled in the month by each apportioned/ 
decaled vehicle in each jurisdiction

 A summary of the Fleet’s operations for each calendar quarter, which includes 
both the full distance traveled by Vehicles in the Fleet during the calendar quarter, 
and the distance traveled in each Jurisdiction by the Vehicles in the Fleet during 
the calendar quarter

 For IRP, the quarterly summaries for the reporting period need to be summarized 
to produce an annual summary. 
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Summary 
examples –
manual
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Summary 
examples – GPS
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Can ELD’s be used for IFTA and IRP?

 Electronic Logging Device (ELD) requirement implemented by Federal Motor Carrier 
Safety Administration (FMCSA) – main objective is tracking hours of service, not 
necessarily activity (distance traveled)

 Some ELD’s can adequately record mileage data, however, not all devices are created 
equally/ have the same capabilities. 

 Carrier’s who choose to use an ELD for IFTA/ IRP purposes bear the responsibility of 
ensuring the device is compliant with IFTA/ IRP requirements.

 FMCSA only requires ELD data be kept for 6-months

 The 150 air-mile radius exemption only pertains to FMCSA Hours of Service (HOS) 
regulations, no such exemption exists for IFTA/ IRP

General Information about the ELD Rule | FMCSA (dot.gov)
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FUEL RECORD 
REQUIREMENTS

Only pertains to IFTA licensees
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CONTENT OF RECORDS - Fuel
1. Records must be 

maintained for all motor 
fuel purchased, received, 
and used in the conduct of 

business.

2. Separate totals for 
each fuel type.

3. Retail fuel purchases 
and bulk fuel purchases 
are to be accounted for 

separately.

• Receipts
• Invoices
• Statements
• Withdrawal logs

• Gasoline
• Diesel
• Propane
• Etc.

20

RSA 260:52-d Dyed Special Fuel Not to 
be Used on the Ways of the State. –
I. A person shall not operate a motor vehicle on 
the ways of this state if the fuel supply tanks 
of the vehicle contain dyed special fuel.
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RETAIL FUEL PURCHASES
The base jurisdiction shall not 
allow a licensee credit for tax paid 
on a retail fuel purchase unless 
the licensee produces the 
following:

 A receipt, invoice, or 
transaction listing from the 
seller

 A credit card receipt

 A transaction listing generated 
by a third party (fuel card 
service)

 An electronic or digital record 
of an original receipt or 
invoice. 

A valid receipt/ invoice must 
show:

 Date of purchase

 Seller’s name and address 
(town/ city, jurisdiction)

 Quantity of fuel purchased

 Type of fuel purchased

 Price per gallon/ liter or total 
price of the fuel purchased

 Unit number

 Purchasers name (Fuel card)
21
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Incomplete fuel records (retail purchase)

22
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RETAIL FUEL PURCHASES
Fuel Cards

 Are cards assigned to drivers or 
trucks?

 Are cards used to buy more than one 
type of fuel?

 Are drivers entering accurate 
odometer information at time of 
fueling?

Fuel card programs are a great service to 
take advantage of, however, there are 
several things to be considerate of:

23
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Incomplete fuel records (fleet card)

24
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BULK TANK FACILITIES

Tax paid credit will be allowed 
for bulk tank purchases that 
produce the following:

1. Receipts for all deliveries

2. Quarterly inventory 
reconciliations for each 
tank

3. Capacity of each tank

4. Fuel withdrawal records 

The base jurisdiction shall not allow a 
licensee tax-paid credit for fuel 
withdrawn unless the licensee produces 
records that show:

 The price of the fuel delivered into 
the bulk storage

 The fuel tax was paid to the member 
jurisdiction where the bulk storage is 
located

25
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BULK TANK REQUIREMENTS
WITHDRAWAL RECORDS

The licensee shall maintain a withdrawal 
log from the bulk fuel storage that contain 
the following: 

 The location of the bulk storage tank 
where the withdrawals take place

 The date of the withdrawal

 The quantity of fuel withdrawn

 Type of Fuel withdrawn

 Identification of the vehicle/equipment 
of which the fuel is placed into

 Odometer reading not required but 
highly suggested 26
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BULK TANK REQUIRMENTS
RECONCILIATIONS

Stick readings should be 
taken to detect variances 
between physical inventory 
and book inventory.

If a licensee uses bulk fuel in a qualified motor vehicle, a bulk 
fuel reconciliation must be completed to verify reported fuel

Reconciliations can detect:

Equipment malfunctionLeaks

Errors in stick readingTheft

All of these can inadvertently increase 
your tax burden if gone unnoticed 27
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SUMMARIES
FUEL (If done separately 
from mileage)

A monthly summary of fleet operations must include:
• Distance traveled and fuel for each qualified 

vehicle.
• Must have total numbers but also be broken down 

by Jurisdiction.  

These summaries may be 
necessary for the efficient 
audit of the licensee’s 
records.

The licensee shall make 
such summaries available 
for audit upon due notice 
and demand by the base 
jurisdiction 28
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Leases – Responsibility for reporting SHOULD 
be clearly defined in lease agreement

 Short-Term Leases are 29 days or 
less. 

 The Lessor will report and pay fuel 
tax unless the following conditions 
are met:

 The lessor has a written contract 
that designates the lessee as the 
party responsible for reporting and 
paying fuel use tax.

 The lessor has a copy of the 
lessee’s IFTA fuel tax license which 
is valid for the term of the rental.  

 Long-Term Leases are 30 days or 
more.

 A lessor regularly engaged in the 
business of leasing or renting 
vehicles without drivers to 
licensees or other lessees may be 
deemed to be the licensee. 

 A lessor may be issued a license if 
an application has been properly 
filed and approved by the base 
jurisdiction. 

Short-Term Leases Long-Term Leases

29

29



10/9/2024

30

The next 
section 
reviews
the IRP 

Renewal 
Schedule
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WHEN ARE IRP FEES 
COLLECTED?

 Open New Account

 Yearly Renewal

 Adding a Vehicle

 Weight Changes

Individual Jurisdictions make up 
registration fees through their 
legislature. 

WHERE ARE IRP 
FEES FROM?

HOW ARE THE IRP 
FEES DETERMINED?

Your fees are determined by the vehicle 
weight and the percentage of distance 
traveled in each jurisdiction. While another 
motor carrier may operate in the same 
jurisdictions, they may have different 
proportionate travel or fewer vehicles in 
their fleet.

31
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Reporting Period – The period of 12 consecutive months 
immediately prior to July 1 of the calendar year 
immediately proceeding the beginning of the Registration 
Year for which apportioned registration is sought. If the 
Registration Year begins on any date in July, August, or 
September, the Reporting Period shall be the previous such 
12-month period. 

REGISTRATION YEARIRP REPORTING (MILEAGE) PERIODFirst Month of Registration Year

20217/1/2018 - 6/30/2019July 2020

20217/1/2018 - 6/30/2019August 2020

20217/1/2018 - 6/30/2019September 2020

20217/1/2019 - 6/30/2020October 2020

20217/1/2019 - 6/30/2020November 2020

20217/1/2019 - 6/30/2020December 2020

20217/1/2019 - 6/30/2020January 2021

20227/1/2019 - 6/30/2020February 2021

20227/1/2019 - 6/30/2020March 2021

20227/1/2019 - 6/30/2020April 2021

20227/1/2019 - 6/30/2020May 2021

20227/1/2019 - 6/30/2020June 2021

20227/1/2019 - 6/30/2020July 2021

NH fiscal year is July 1st through June 30th

32
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Total Fleet Mileage: 
add the miles for all 
jurisdictions and enter 
here.

Reporting
(mileage) 
Period

Sign and date return. 

Fill in actual miles traveled in 
each jurisdiction.  (Round to 
whole numbers.)

33
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The next section 
reviews the IFTA 

Quarterly Fuel Use Tax 
Schedule.

34
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WHEN ARE FUEL TAXES 
COLLECTED?
 When fuel is purchased

 Quarterly
Jurisdictions individually set gas tax rates 
through their legislature. 

 NH is $0.222 per gallon, one of the 
lowest amongst all jurisdictions

WHO SETS THE TAX 
RATES?

You must file a quarterly tax return no 
later than the last day of the month 
following the close of the quarter:

35

Due DateQuarter Period

April 30thJanuary 1st through March 31st1st Quarter

July 31stApril 1st through June 30th2nd Quarter

October 31stJuly 1st through September 30th3rd Quarter

December 31stOctober 1st through December 31st4th Quarter

Annual renewal starts November 1st, and applications must be submitted by December 31st
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TO SUCCESSFULLY COMLETE A 
QUARTERLY RETURN, YOU WILL NEED:

Mileage records and monthly summaries for all qualified vehicles 
including total miles traveled and miles per jurisdiction.

Retail fuel receipts, invoices, or transaction listings for all IFTA 
qualified vehicles.

Bulk fuel disbursements from bulk tank withdrawal records for all 
qualified vehicles.

IFTA Quarterly Fuel Tax Schedule (IFTA-101), IFTA Quarterly Fuel Tax 
Return (IFTA-100), also  referred to as the “coversheet”, and the 
IFTA-101 instructions. 

36
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Example of Mileage Trip Sheet

Fill in the Miles Monthly 
Totals: 
Total Miles traveled by the 
qualified IFTA vehicle

1,388

Fill in the Fuel Purchases 
Monthly Totals: 
Total gallons purchased/placed 
into the qualified IFTA vehicle

187TOTAL

37
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Fill in the Quarterly Odometer Readings:
Record the Quarterly Beginning and Ending 
Odometer readings for each Unit and each month 
from the Individual Mileage Trip Sheets

193,995 195,383 1,388 145 94 1,149

Calculate the Total Miles: 
For each unit, subtract the ending 
reading from the Beginning

Calculate the Jurisdictional Miles: 
For each unit, add the miles traveled 
in each jurisdiction on the Individual 
Mileage Trip Sheets and enter here

Calculate the Monthly Totals by 
Odometer and by Jurisdiction:
Combine the Jurisdictional Totals to 
calculate the Monthly Total. Combine 
the Total miles per odometer readings 
for each unit. Be sure the totals 
reconcile 

Calculate the Total Miles in 
each Jurisdiction:
Combine the miles for each 
unit in each jurisdiction1,388 145 94 1,149

Calculate the Quarterly 
Total and Jurisdictional 
Miles:
Combine the Monthly Totals 
to calculate the Quarterly 
Totals

*The same 
procedures can 
be used when 
completing Fuel 
Summaries

38
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Fill in Total IFTA 
Miles (A):

Total IFTA Miles 
traveled by all 
qualified vehicles.

Fill in Total Non-IFTA Miles (B):

Non-IFTA Miles are miles traveled in non-
participating jurisdictions which include:
Washington DC; Alaska; Yukon Territory; 
Northwest Territory; and Nunavut Territory.

Fill in Total Miles (C):

Total Miles  = Total IFTA Miles 
(A) + Total Non-IFTA Miles (B)

Fill in Total Gallons (D):

Total Gallons of Fuel (rounded 
to the nearest whole gallon), 
both retail station purchases 
and bulk tank withdrawals, for 
all qualified vehicles.

Calculate the Average 
Fleet MPG (E):

Divide Total Miles (C) by Total 
Gallons (D). Round to two 
decimal places. 

39
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Calculate Taxable 
Gallons (J):

Divide Taxable Miles (H) by 
the MPG (I).

Example: 12,297/5.78 = 
2,127.51 (round to the 
nearest whole gallon).
2,128

Fill in Tax Paid Gallons (K):

Tax Paid Gallons is all fuel 
purchased for a qualified vehicle at 
retail stations (where jurisdiction’s 
fuel tax is included in the purchase 
price per gallon);
and all disbursements from a bulk 
tank into a qualified vehicle with 
proof of jurisdiction’s fuel tax paid.

Net Taxable 
Gallons (L):

Taxable Gallons 
less Tax Paid 
Gallons.
J – K = L

Note: Net Taxable 
Gallons can be a 
positive (+) or a 
negative (-).

40
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IFTA Quarterly Fuel Use Tax Return/Schedule
online filing:

 Log into the 
assigned IFTA 
account and scroll 
to the bottom of 
the page to the 
“Help” link

Choose the 
appropriate link 
under “Videos 

(Carrier Training)” 
for step-by-step 

instructions

41
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FILING 
AN IFTA 
RETURN

42
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IFTA Quarterly Fuel Use Tax Return/Schedule
Important Reminders:

 Report all miles traveled, retail  fuel 
purchases, and/or bulk tank withdrawals.

 Round all miles and gallons to the nearest 
whole number.

 Include all jurisdictional travel, even  trips 
where travel is only a few miles over a 
state line or only traveled in the base 
jurisdiction.

 Round the miles per gallon (MPG) 
calculation to 2 decimal places.

 The miles per gallon (MPG) is only a 
calculation.

 All miles must be recorded by jurisdiction.

 On the IFTA Quarterly Fuel Use Tax Schedule, 
Line A should agree with the total in Column 
G.

 On the IFTA Quarterly Fuel Use Tax Schedule, 
Line D should include all fuel used, regardless 
if taking tax paid credit.

 Round all dollar amounts to the nearest cent.

 Depending on the reporting information a NH 
Road Toll staff member may initiate contact to 
discuss the record keeping and reporting 
process.

 Submit payment by check or money order 
payable to: State of NH – Road Toll Bureau.

45
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Carriers crossing into other jurisdictions and 
qualifying for apportioned plates do have a 

choice:

• You can register for apportioned license plates
• You can obtain trip permits

DID YOU KNOW?

46
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Permits vs. License

Permits
 Temporary – 3 day permit – 72 hour

 No decal is issued

 Record keeping is NOT required

 Company with minimal travel out 
of state

 One permit per state

License
 1 year license

 Decal is issued

 Record keeping is REQUIRED

 Company travels frequently out of 
state

 One license for every state

47

47



10/9/2024

48

LIMITAITONS 
TO

PERMITS

2. Have to obtain 
a permit for EACH 
state you plan to 
travel through

1. Each time 
you travel out 
of state have to
get a permit

3. Pay EACH state’s 
fees, as well as the 
permitting 
companies fees.

4. Some states issue 
the permits 
themselves and don’t 
go through permit 
companies.

5. Have to
WAIT to be 
approved

48
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Frequently Asked 
Questions (FAQ’s).
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Do I have to file a Quarterly Tax 
Return even if I have no activity?

Yes, if you have an open IFTA account 
you must file a quarterly tax return 
regardless of activity.  If a tax return is 
not filed a $50 penalty will be assessed.

50
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What is considered Non-IFTA Miles (section B 
on IFTA - 101)?

Non-IFTA Miles are miles driven in 
jurisdictions that are not part of 
IFTA, which include Washington DC, 
Alaska, and the 3 Canadian 
Territories: Nunavut, Yukon and 
Northwest Territories. If a 
jurisdiction appears on the IFTA-
101, then the jurisdiction is part of 
IFTA.

Off-road miles 
traveled in an IFTA 
vehicle are 
considered IFTA miles 
and should not be 
reported as non-IFTA.
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What is considered a taxable mile 
(section I on IFTA - 101)?

Generally speaking all miles driven in IFTA 
jurisdictions are taxable miles.  Therefore, Total 
IFTA Miles and Taxable Miles usually will be the 

same.

Off-road miles are considered taxable miles.

There are exceptions that are considered exempt 
miles (in NH they are defined by state statute), 

MA Turnpike miles, etc.  If you believe you 
traveled miles that qualify as non-taxable exempt 

please contact NH Road Toll Audit Bureau at 
(603)271-2302, option 1. 52
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Do I have to record personal miles?

YES! Once a company has become 
licensed with IFTA or IRP, every mile 

NEEDS to be recorded and is 
considered taxable.
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Can Total Gallons and Total Tax 
Paid Gallons be different?

Generally speaking Total Gallons and Total Tax Paid Gallons 
will agree unless, for example:

Fuel receipts are missing; or
Fuel was not tax paid (i.e. purchased on an Indian 
reservation); and
Fuel records do not have the required elements 

All gallons used during the reporting period should be 
included in Total Gallons in order to calculate an accurate 
MPG, but would not be included in the Tax Paid Gallons.

The Total Gallons used during the reporting period would 
be greater than the Tax Paid Gallons.

Tax Paid Gallons can NOT be greater than Total Gallons.
54
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What is the difference between 
Taxable Gallons and Tax Paid Gallons?

Taxable gallons are the gallons used while 
traveling through each jurisdiction and is 

calculated by dividing the total taxable miles 
by the average miles per gallon.

Tax paid gallons are the 
gallons purchased and placed in the 

propulsion tank.
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Is a return late if it is postmarked 
by the due date?

The Road Toll Bureau 
uses the postmark date 
stamped by the United 
States Post Office to 
determine if a tax return 
is filed on time.
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Questions?
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Resources
 State of NH Road Toll Bureau website:

http://www.nh.gov/safety/divisions/administration/roadtoll/index.html

The following information can be accessed:
* Tutorial on IFTA Records and Quarterly Tax Return
* IFTA Tax Forms and Documents (IFTA-100, IFTA-101, IFTA- and 101I)
* IFTA License Application
* NH Road Toll Bureau Information and Notifications

 IFTA Inc. website:
http://www.iftach.org/

The following information can be accessed:
* Manuals including Articles of Agreement, Procedures Manual and Audit Manual
* Important Notices including Emergency Orders and Waivers
* Tax Rates, Rate Changes and Exemptions

 New Hampshire Road Toll Field Audit Bureau:
603-271-2302 Opt. 1
Access to IFTA and IRP Field Audit Staff to answer questions on recordkeeping 
requirements, quarterly tax returns and other IFTA questions.
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Resources

 State of NH Road Toll Bureau:
603-271-2311

NHIFTA@dos.nh.gov

Access to Road Toll Staff to answer questions on issues regarding 
account balances, credits, Unified Carriers Registration (UCR) and 
other general Road Toll questions.

 State of NH Registration Bureau IRP Section:
603-227-4110

IRPD@dos.nh.gov

Access to IRP Staff to answer questions regarding International 
Registration Plan (IRP), also known as apportioned plates.
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