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Introduction 

 
The MAED handbook was created to be used as a guide for its membership.  This 
handbook attempts to give the basic framework and practices for the Equalization Director 
and Department.  The authors of this handbook realize that every county has its own 
unique challenges and there is no “one size fits all” document that will meet the needs for 
all of the 83 counties in Michigan.  With that in mind, this handbook will serve the 
membership as a guide for how to complete the mandated functions of the Equalization 
Department using the practices within our industry.  In instances where multiple methods 
or perspectives are shared on a topic, it is up to the reader to determine which practice 
works best for their application.  While this is not meant to be an instruction manual, the 
goal is for each county to be able to have this handbook as a reference resource for the 
Equalization Department. 
 
 
A special thank you to the following MAED members for their contribution to this 
handbook: Brian Busscher, Shila Kiander, Tony Meyaard, Kristen Sieloff, Josh Simmons, 
Laurie Spencer, Phillip Wall, and Eric Harger.  While the author/s of each section is 
identified when known, thank you to those who contributed anonymously. 
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STATUTORY FUNCTIONS 

 

A. Equalization  

The State Tax Commission is authorized by Article 9, Section 3 of the Constitution 
of Michigan to determine and establish the uniform valuation of real and personal 
property through the system of equalization.  Equalization is completed in a three-
part process; local, county and state.  

 
County Equalization is mandated by Section 211.34 of the General Property Tax 
Act of the State of Michigan. This act states: “The county board of commissioners 
of a county shall establish and maintain a department to survey assessments and 
assist the board of commissioners in the matter of equalization of assessments 
and may employ in that department technical and clerical personnel which in its 
judgment are considered necessary. The personnel of the department shall be 
under the direct supervision and control of a director of the tax or equalization 
department who may designate an employee of the department as his or her 
deputy. The director of the county tax or equalization department shall be 
appointed by the county board of commissioners. The county board of 
commissioners, through the department, may furnish assistance to local assessing 
officers in the performance of duties imposed upon those officers by this act, 
including the development and maintenance of accurate property descriptions, the 
discovery, listing, and valuation of properties for tax purposes, and the 
development and use of uniform valuation standards and techniques for the 
assessment of property.” 

 

B. Apportionment 

MCL211.34d(2) On or before the first Monday in May of each year, the assessing 
officer of each township or city shall tabulate the tentative taxable value as 
approved by the local board of review and as modified by county equalization for 
each classification of property that is separately equalized for each unit of local 
government and provide the tabulated tentative taxable values to the county 
equalization director. The tabulation by the assessing officer shall contain additions 
and losses for each classification of property that is separately equalized for each 
unit of local government or part of a unit of local government in the township or 
city. If as a result of state equalization, the taxable value of property changes, the 
assessing officer of each township or city shall revise the calculations required by 
this subsection on or before the Friday following the fourth Monday in May. The 
county equalization director shall compute these amounts and the current and 
immediately preceding year's taxable values for each classification of property that 
is separately equalized for each unit of local government that levies taxes under 
this act within the boundary of the county. The county equalization director shall 
cooperate with equalization directors of neighboring counties, as necessary, to 
make the computation for units of local government located in more than 1 county. 
The county equalization director shall calculate the millage reduction fraction for 
each unit of local government in the county for the current year. The financial officer 
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for each taxing jurisdiction shall calculate the compounded millage reduction 
fractions beginning in 1980 resulting from the multiplication of successive millage 
reduction fractions and shall recognize a local voter action to increase the 
compounded millage reduction fraction to a maximum of 1 as a new beginning 
fraction. Upon request of the superintendent of the intermediate school district, the 
county equalization director shall transmit the complete computations of the 
taxable values to the superintendent of the intermediate school district within that 
county. At the request of the presidents of community colleges, the county 
equalization director shall transmit the complete computations of the taxable 
values to the presidents of community colleges within the county.  
(3) On or before the first Monday in June of each year, the county equalization 
director shall deliver the statement of the computations signed by the county 
equalization director to the county treasurer. 
(4) On or before the second Monday in June of each year, the treasurer of each 
county shall certify the immediately preceding year's taxable values, the current 
year's taxable values, the amount of additions and losses for the current year, and 
the current year's millage reduction fraction for each unit of local government that 
levies a property tax in the county. 
(5) The financial officer of each unit of local government shall make the 
computation of the tax rate using the data certified by the county treasurer and the 
state tax commission. At the annual session in October, or, for a county or local 
tax collecting unit that approves under section 44a(2) the accelerated collection in 
a summer property tax levy of a millage that had been previously billed and 
collected as in a preceding tax year as part of the winter property tax levy, before 
a special meeting held before the annual levy on July 1, the county board of 
commissioners shall not authorize the levy of a tax unless the governing body of 
the taxing jurisdiction has certified that the requested millage has been reduced, if 
necessary, in compliance with section 31 of article IX of the state constitution of 
1963. 

 
The STC has published a document titled “Responsibilities of the Equalization Director”.  
This outlines the duties of the Equalization Director.  See Appendix A for the STC 
Requirements of the Equalization Director. 
 
The STC has created an Equalization Essential Duties Checklist to remind Equalization 
Departments of the statutory deadlines for required forms.  See Appendix B for the 
STC Equalization Essential Duties Checklist. 
 
The MAED has created an Equalization Activity Calendar that includes statutory and 
non-statutory duties. This is more of a help for time management within the department. 
See Appendix C for Equalization Activity Calendar. 
 
The Michigan Department of Technology, Management, and Budget has approved a 
retention schedule for county Equalization Departments. See Appendix D for the 
County Equalization Department Retention Schedule.  
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COUNTY EQUALIZATION SALES STUDY 
??? & Brian Busscher 

Each county is unique in its relationship of size to market participation and numbers of 
valid sales transactions.  When preparing your sales studies, several questions must be 
addressed well before you begin the process:   
 
1) Are there enough sales to properly analyze for this property classification?  
2) What type of study have we done in the past for this property classification and is that 

relevant to this study period? 
3) Have we considered sales outside of the county borders if that is appropriate?  
4) Are we prepared to change gears quickly and implement an appraisal study if we won’t 

have a sufficient sampling of sales? 
 
In order to use a sales study to determine ratios, there must be a sufficient sampling of 
sales.  What is “sufficient sampling”?  MAED has established this table to be used as a 
guide for determining if your sample size is sufficient: 
 

 
 
See Appendix E for IAAO Standard on Ratio Studies. 
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In larger counties, there are typically enough sales transactions to perform sales studies 

in the residential class for most if not all of the local units.  Macomb County, for example, 

follows the suggested sample size shown in the table above.  In addition to having a 

sufficient sampling of sales, you must have sales in each of the study periods for the study 

you are using (12 month or 24 month). Adherence to the CAMA Data Standards when 

entering sales is important to ensure that each sale has been properly identified in terms 

of instrument type, terms of sale, verification, and L-4015 selection (which determines if 

a sale is in the study).  Below is a general guide: 

CONVENTIONAL/CREATIVE Used for arm’s length transactions which will be included in sales ratio 
study, land value analysis and ECF analysis 

NOT USED Used for arm’s length transactions which will not be included in sales 
ratio study, but may be used for land value analysis and ECF analysis 

REFERENCE Used for sales that are not arm’s length and will not be included in 
sales ratio study, land value analysis or ECF analysis 

 
The CAMA Data Standards is a State Tax Commission document containing statewide 
standards to be used by all assessors and equalization directors within their unit(s).  
Topics within the document include property class codes, taxable status codes, property 
exemption codes, terms of sale, instrument of sale, sale verification, school district codes 
and government unit codes.  These standards are approved by the STC annually at their 
December meeting.  See STC website or MAED website for most current CAMA Data 
Standards. 
 
Due to the number of residential sales throughout the county, sales lists are sent out to 
local units for review, broken down into the last two 6-month study periods.  Macomb 
County typically does not add or subtract sales from previous study periods within the 24-
month study.  In June, the October through March sales are run and verified for proper 
coding and then sent to local units in late July or August for their review.  The sales in this 
period are finalized in September.  Shortly thereafter, the sales from April through 
September are also run and verified for proper coding to be sent on to the local unit for 
their review.  The turnaround time is very quick for this study period.  Sales in this period 
are finalized in October. 
 
Once all the sales within the current study periods for the local unit in each property class 
have been properly qualified and analyzed, the results of the analyses will be summarized 
on the L-4015 report.  This report lists the totals for each study period.  If running the 
report through BS&A software, the report also gives statistical information about the sales 
within each period.  This report must be sent to assessors by December 1st each year. 
 
The totals are entered on Treasury form 2793 (Year) 24-month and 12-Month Sales 
Ratio Study for Determining the (Year) Starting Base.  This form is a combination of 
the L-4017 (24-month sales study) and the L-4047 (12-month sales study).  Both sections 
must be completed each year.  Here is an example of a completed form for the 2019 
residential sales study in Lenox Township: 
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One of the most important parts of the sales study is communicating with the local 
assessors. Several revisions of both the L-4015 and 2793 can be sent.  This starts with 
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the preliminary study for the assessor to review.  It is up to the assessor to review and 
communicate with the Equalization Director (or department) any contentions they have.   

 
Contentions could include missing sales.  This can be because of unrecorded documents 
filed with the assessor and/or PTAs that are filed at the local level and not with the 
Equalization Department.  It also could include sales that should be removed because of 
the verification process at both the local and county levels. 

 
Both directors and assessors should follow the Assessment/Sales Ratio Study Guidelines 
and only those sales that are proven to not be arms-length transactions should be 
removed. See Appendix F for the STC Assessment/Sales Ratio Study Guidelines. 

 
When running and analyzing the L-4015, setting the ratio parameters must be considered.  
Below are some common ways to set the ratio parameters for the L-4015: 

• Flat ratio parameters (i.e. 80/20 or 90/10) – any individual sale ratio that falls 
outside the chosen parameters (higher than 80 or lower than 20 is automatically 
labeled an ‘outlier’ and removed from the study.  The advantage to this method is 
its simplicity, but this simplicity in a rapidly changing market can mean good market 
indicating sales are excluded from the study and perhaps skewing the results. 

• Statistical parameters 
o Standard deviations – running the study with all applicable sales included 

in the study to determine the Standard Deviation.  Then all sales falling 
outside (typically) 2 Standard Deviations (i.e. 95%) are marked as ‘outliers’ 
and excluded from the study.  This method can be an effective tool when 
the sales under examination fit the normal distribution on the bell curve. 

o Interquartile Range Method – this method may be preferable in instances 
where the sales do NOT fit the normal distribution on the bell curve.  The 
range is determined by using the median to establish the central tendency 
and then establishing ‘fences’ to exclude potential outliers. 

• No parameters – Sales ratios that are higher or lower than expected are examined 
for applicability to the study.  They are removed not on the basis of being outliers 
but on the merits of what is causing them to be outliers.  For example, if a sale has 
a low ratio it is examined to determine if there is omitted property and if found, 
removed from the study on that basis.  This method is more practical when the 
ratio study has a large sample size. 

 
Regardless of the method chosen the Director should be mindful to be uniform in their 
practice of including/excluding sales for the ratio study.  This is supported by MTT Docket 
No. 345838, Deerfield Township v County of Livingston, the Final Conclusion and 
Judgement stated, “The guidelines established by the State Tax Commission are 
designed to provide standardized techniques to achieve uniformity of assessments by the 
various units within the county. Since the county equalization studies are performed for 
the purpose of comparing the average level of assessment in the units in the county, if 
they are performed using the same studies, data, gathering techniques, and guidelines 
as to all units, the county equalization studies should achieve a high degree of uniformity 
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between units.”  See Appendix G for the Final Opinion and Judgement of MTT Docket 
No. 345838. 

 
Both directors and assessors should pay close attention to make sure the totals from final 
L-4015’s are used for the final 2793, and the ratio from the final 2793 is used on the L-
4018. 
 
The Director may find it beneficial to relay the studies and ratios to the assessors using 
this MEG system.  The Director can upload the L-4015 and 2793 into MEG, and then 
notify the assessors that their study has been uploaded and can be viewed there.  This 
ensures that the State, County, and local governments are all using the same information 
and not guessing whether they have the most recent study in their possession. 
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COUNTY EQUALIZATION APPRAISAL STUDY 

 
When there is not a sufficient sampling of sales to use a sales ratio study, an appraisal 
study is used.  An appraisal study compares the previous year assessment to the 
appraisal developed by the equalization department.  The assessments and appraisals 
are totaled at the bottom, and the aggregate totals are used to develop a ratio of 
assessment to true cash value (appraised value) for the property class.  There are many 
different parts to developing the appraisals for this type of study. Similar to appraisals 
done by assessors, land values and ECF’s must be determined here as well. 
 
Very early on in the year, the planning for an appraisal study begins.  The first step is to 
determine the appropriate number of sample properties to be appraised for each property 
class using an appraisal study within each local unit.  In Macomb County, we follow the 
same sample size table used in the sales study: 
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In addition to determining the number of samples needed, larger counties like Macomb 
County also breaks down the number of parcels within each occupancy type so that a 
representative sampling can be chosen for each occupancy within the property 
classification.  In smaller counties, breaking down the study by occupancy may not be 
practical.  Here is an example of the appraisal sample size used and breakdown of sample 
selection for each property type for Lenox Township in the agricultural, commercial and 
industrial real property classes for 2019: 
 

 

Once the number of samples needed for each occupancy type has been determined, 
selection of samples can begin.  Throughout the years, Macomb County has created 
study years designated by letter (A, B, C, etc.) for a cycle period of 4-5 years.  Properties 
within the study year are interchanged so that no study year includes the same properties 
as the last time it was used.  Other parcels are added to the selected samples for the 
study year, such as properties which have sold.  Each year the department reviews 
specific property types throughout the county as a project.  Project parcel examples would 
be apartment rent studies or a review of big box properties with those having recent 
tribunal appeals included in one study year and those without appeals the following year.   
 
Once samples have been selected, appraisers are assigned the work for each 
community.  The Real Property Manager then performs various studies for land values 
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and ECF’s from recent sales.  The rates are calculated for the land tables and ECF 
neighborhoods established for agricultural, commercial, industrial and residential property 
classes within the county.   
 
As the appraisers complete their work, it is reviewed by the Real Property Manager and 
then added to the L-4015a report.  Here are the completed pages from the 2019 industrial 
study for Lenox Township: 
 

 

 

If you look back to the sample selection sheet, it suggested seven (7) samples were 
required for the industrial class according to the MAED standards for selecting samples.  
The sheet indicated that thirteen (13) properties were selected for the appraisal study.  
After reviewing the completed appraisals, twelve (12) were used in the study.  The final 
conclusion from analyzing these twelve properties resulted in a ratio of 49.84 for the 
industrial class. 
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In addition to the ratio indication, the L-4015a report also provides some useful statistical 
information for the assessor.  As an example, for this sampling a price related differential 
(PRD) of 0.99688 gives an indication that the properties within the sampling are generally 
assessed uniformly and equitably when comparing high value and low value properties.  
There is only a slight progressive vertical bias within this sampling. 
 
The next step is to record this information onto the L-4018.  The industrial information 
from the L-4015a is entered on the industrial line and the residential study information 
from the 2793 form is entered on the residential line.  The previous year’s assessed value 
is applied against the converted ratio for industrial (22,613,100 ÷ 0.4984) and residential 
(224,887,840 ÷ 0.4706) to calculate this year’s beginning true cash values to be entered 
onto lines 301 and 401 of the L-4023. 
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COUNTY EQUALIZATION PERSONAL PROPERTY STUDY 

Kristen Sieloff 
 

Macomb County is somewhat unique in the way they perform their personal property 
studies.  Where some counties only utilize a statement review process, Macomb County 
also adds an audit component.  In order to do this successfully, each step of the process 
is very carefully organized and managed.  The first step is to conduct a sample area 
canvass.  Canvassing takes several weeks and is typically done during the first two weeks 
of January.  Once this is complete, determining the number of samples begins. 
 
Macomb County uses the same sample size table for the personal property as used for 
real property sales and appraisal studies.  Each year the number of personal property 
accounts is updated and the number of statements needed is listed for commercial and 
industrial personal property.  We do a 100% study for utility personal property, so we 
require copies of all statements.  The following is a summary of the total samples used 
for the 2019 study: 
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This table is another tool we use to summarize our sample sizes for personal property 
studies.  It helps us to know what the percentage of the population the sample sizes we 
use are for each property class type.  We can track this information to ensure that our 
sample sizes maintain consistency within our studies from year to year.  We tend to use 
more than the sample size document recommends.  The totals shown here include both 
audits and statement reviews. 
 

 
 
 
The equalization department sends out two letters requesting information for the personal 
property studies.  The first is a letter to the local units requesting copies of their filed 
personal property statements.  We include the sample count chart so each unit knows 
how many we need.  The letter states the method of getting them to us, as scanned copies 
or actual copies to be dropped off or picked up.  Here is an example of the letter sent out 
for 2020: 
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We also send letters to the businesses which have been selected for an audit.  There 
are additional parameters to the businesses chosen for audit: 
 

• Most recent audit cannot be within the past 6-7 years. 
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• Businesses chosen for audit in the past but didn’t respond to request for information 
at least 2 years prior to current year. 

• Businesses that have never been audited before and have been in business at least 
2 years. 

• Businesses that have a current assessment (that assessment may be 0 due to Small 
Taxpayer Exemption). 

• Recommended for audit by local unit. 
 
Here is a copy of the audit letter we use: 
 

 
Once the local units have returned the copies of the filed personal property statements, 
they can be entered into BS&A.  As audits are completed, these are entered into the 
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personal property area of the program.  The audit sheet is also sent to the local unit.  Here 
is an example of a completed audit and its entry onto the audit study report: 
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The statements are entered and reported using the L-4015a report, similar to the 
appraisal study for real property.  Here is an example of the industrial personal statement 
study: 
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For entry onto the L-4018P, it’s slightly different when using a combined statement and 
audit study in that there are two lines of entry for each type of study, and then the 
combined totals for assessed and true cash value within the property class are converted 
to calculate the ratio for the property class.  Audits are entered on the top line (AU) and 
statement reviews (record verifications – RV) on the second line.  For example, in Lenox 
Township for industrial personal (6,466,300 ÷12,923,069), 50.04 is the resulting ratio: 
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STRATIFICATION 

Laurie Spencer 
 

Stratification is the division, for purposes of analysis, of a sample of observations into two 
or more subsets according to some criterion or set of criteria. In ratio studies, stratification 
is the sorting of parcels into relatively homogeneous groups based on use, physical 
characteristics or location.  Stratification permits analysis of mass appraisal performance 
within and between property groups.  Equalization Departments and assessors often 
stratify even if we are not thinking about it in those terms. Equalization Departments 
stratify properties by jurisdiction and classification. Assessors stratify by construction 
class, neighborhood, size and age. 
 
Stratifying properties into neighborhoods or other homogeneous clusters can help 
achieve linearity. Linearity is most simply thought of as data that is a straight line when 
graphed. For example, for the variable square feet of living area, linearity requires each 
square foot of living area to add equally to value. As square footage increases so does 
value. 
 
Another effective tool for analyzing relationships between variables are breakdowns by 
strata. For example: sales prices by age range, construction class or neighborhoods. 
Analyses of this kind are useful in revealing potential stratification criteria, data 
interactions and outliers. 
 
For geographic stratification boundaries are drawn along rivers and other natural barriers, 
major streets, and subdivision lines to reflect major differences in locations. Separate 
models are then specified for each such area. This is particularly effective when housing 
types and styles are relatively uniform within areas. This sort of stratification is frequently 
used to develop ECF neighborhoods although we rarely think of this as stratification. 
 
Cluster analysis can also be used for stratification. Cluster analysis is a statistical 
technique for combining items based on analysis of their similarities and differences. In 
mass appraisal, cluster analysis can be used to combine properties into relatively 
homogeneous strata based on location and physical characteristics such as age, size, 
style and construction quality. 
 
Within the cost approach, stratification by construction class helps evaluate the accuracy 
of base rates. Stratification by size groups indicates whether cost models appropriately 
reflect economies of scale. Stratification by age groups helps monitor the accuracy of 
depreciation tables. 
 
Stratification is also used in land valuation. Stratification is the sorting of sales and other 
market data into homogeneous groups. In land valuation, strata should reflect geographic 
areas subject to different market influences, variations in zoning and other land use 
controls and probable use. These sorting criteria ensure that land values will reflect 
market data for parcels with similar or competitive uses in the same area. 
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Stratification is used in ECF analysis, especially in the residential class. The assessor 
stratifies improvements into homogeneous groups. Residential can be stratified by 
occupancy (i.e. one-family residential, two family residential, etc.). 
 
Stratification can be used in Equalization studies and the L-4018R. There are frequently 
different property types within a property classification. If these properties are combined 
and treated as one group in an equalization study, it is likely that the value of the class 
will be calculated incorrectly. Stratification of the two property types on the form 603 (L-
4018R) solves the conflict. 
 
Occasionally, a study will contain both waterfront and non-waterfront properties. If the 
study does not consist of property in relationship to the number in the class, a skewed 
ratio may be developed i.e. heavily waterfront weighted. Waterfront property frequently 
carries a significant amount of value and should either be analyzed separately from or 
stratified within a study that includes non-waterfront property. For example: the 
importance of the many small (but very valuable) pieces of property in Leelanau County 
only becomes evident when you look at the taxable value by acreage in 3D. Waterfront 
property is only 9.3% of the county’s total acreage, but constitutes 53.7% of the total 
taxable value. A skewed study could very easily occur without stratification. 
 
An example of stratification in an appraisal study would be to first determine the total 
assessed value of the waterfront by adding up the assessments in the current 
assessment roll. The same procedure is used for non-waterfront. Each type is placed on 
a line of the L-4018R. Under the heading Residential, label the first gray field “Waterfront” 
and the second gray field “Non-Waterfront”. Assessed value of waterfront is placed in the 
next column (Assessed Value) waterfront. Assessed value of non-waterfront is placed in 
the next column (Assessed Value) non-waterfront. Under the SAMPLE section of the 
form, indicate the number of parcels in each appraisal sample, the true cash value of the 
sample and the assessed value of the sample. Each of the appraisal studies will then 
have a ratio of assessments to appraisals calculated. Divide the assessed values of the 
stratified waterfront properties by the ratio determined for the waterfront properties and 
place the value in the TRUE CASH VALUE column. Calculate the same for the non-
waterfront properties. Please note: the total assessed value of waterfront and non-
waterfront should be the same as reported on the previous year’s form L-4023, line 408. 
 
Sales stratification mirrors the appraisal study. However, a required preliminary step must 
be performed. It is necessary to create a L-4017 for each of the stratified property types 
to create an adjustment multiplier. Each of the ratios on the L-4017 will then be transferred 
to the L-4018R. The TCV are then calculated and entered. BS&A Assessing .Net does 
not currently calculate the correct cost modifiers for a stratified study- the modifiers are 
for the whole class. To find the numbers to calculate the L-4017 adjustment modifiers in 
BS&A Assessing .Net use the marked parcels option by stratified type and run the L-4021 
on the marked parcels in the database to determine adjustments. Adjustments of marked 
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parcels can be found on the L-4022 and the L-4023 by running them with marked parcels 
selected. 
 
BS&A Assessing .Net has a feature that works for stratification if one of the stratified 
criteria is at 50%. It is located under Misc.; Misc. (Eq. Fields); mark exclude from 
equalization and if excluded, put TCV of that selection in.  This used to be done for DNR 
parcels when they were part of the Ad-Valorem roll. 
 
If ratios are different in a stratified study use a spreadsheet or hand enter in the L-4018.  
Go to the L-4023 and make sure the ratio is correct. Also, make sure the TCV is correct. 
 
Another stratification type is a combination study or stratification of a sales study and an 
appraisal study. Each is a separate and distinct sub-population such as waterfront and 
non-waterfront. For example, sales study in waterfront and an appraisal study in non-
waterfront. Each stratification is entered on a separate line of the L-4018R. In this type of 
study, each approach is given equal weight, and the results are averaged. Page 3 of the 
new STC L-4018R is titled Combined Study Worksheet with instructions. 
 
Stratification can also be done on a large property or MTT decision. If a classification is 
dominated by a single large property it is advisable to stratify the large parcel from the 
rest of the population and place it on the L-4018 on a separate line. This situation may 
also arise when a large property receives a decision from the MTT.  
 
The ultimate goal of assessing property should be a fair and proper distribution of the tax 
burden. 
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COMBINED STUDIES 

 
Combined studies, though seldom used, are a study methodology in which the results of 
a sale study and an appraisal study are merged. In this type of study, each approach is 
given equal weight and the results are averaged. For example, if the sales study yields a 
ratio of 40.00% and the appraisal study is at 48%, the combined study result would be 
44.00% (40.00 + 48.00 = 88.00/2 = 44.00). The single ratio of 44.00% is then used on the 
L-4018 to project true cash value. Page 3 of the new STC L-4018R is titled Combined 
Study Worksheet with instructions. 
 
In order to be valid, a ratio study must be derived from sales or appraisals that are 
representative of the class of property as a whole. A representative ratio of assessed 
value to true cash value (appraisal ratio) or assessed value to sale price (sale ratio) is 
required in order to accurately project value for the overall class via the L-4018. Ideally, 
the aggregate ratio of the sales or appraisals being used in the ratio study should be 
representative of the aggregate ratio of the properties in the class as a whole. 
 
The best procedure is to use all sales or all appraisals in any one class study.  
Occasionally, it might be necessary or beneficial to use both sales and appraisals in a 
single class. There may not be enough sales to use a sales study but using available 
sales adds objectivity to the study and reduces the required number of appraisals. On the 
other hand, combining sales and appraisals mixes two market indicators. If sales and 
appraisals are combined, an analysis should be performed to test the consistency of 
measures of central tendency derived from the sales ratios compared to the same 
measures derived from the appraisal ratios. There should not be a significant difference 
between ratios developed by a sales study or by an appraisal study. The sampling 
methods for the two types must be compatible with each other. 
 
The objective of a ratio study is to determine appraisal performance for the population of 
properties. As long as sold and unsold parcels are appraised in the same manner and the 
data describing them is coded consistently in the CAMA system, statistics calculated in a 
sales ratio study can be used to infer appraisal performance for unsold properties. 
However, if parcels that sell are selectively reappraised or data changed in CAMA based 
on their sales price or by using on-line real estate listings prior to a sale and if such parcels 
are in the ratio study, sales ratio study uniformity inferences will not be accurate 
(appraisals will appear more uniform than they are). For example, to reach a sales price, 
the Class of Construction is changed to an A from a C.  But other similar Class C homes 
are not changed.  Chasing sales is not allowed. In this situation, measures of appraisal 
level will also be unsupportable unless similar unsold parcels were appraised by ECFs 
and land values that produces the same overall percentage of market value as the parcels 
that sold. 
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ASSESSMENT ROLL AUDITS 

??? & Brian Busscher 
 
County Equalization is mandated by Section 211.34 of the General Property Tax Act of 
the State of Michigan. This act states: The county Board of Commissioners of a county 
shall establish and maintain a department to survey assessments and assist the board of 
commissioners in the matter of equalization of assessments and may employ in that 
department technical and clerical personnel which in its judgment are considered 
necessary. 
 
Auditing assessment rolls is one of the most important duties of the County Equalization 
Department.  Auditing is sometimes referred to as balancing or settlement. Auditing the 
assessment roll consists of: 

• Reviewing the L-4021 to assure that New, Loss and Adjustments are correctly applied 
to each parcel for Equalization purposes 

• Reviewing Additions and Losses for Headlee purposes   

• Balancing the ending numbers from the prior year’s assessment roll and the beginning 
numbers for the current year’s assessment roll 

• Printing the L-4023 to report the final ratios for each classification in each local unit 

• Reviewing Special Act rolls for accuracy  
 
Equalization employees who perform these audits should have a complete understanding 
of New, Loss, Adjustments, Additions and Losses, and how they affect both equalization 
and millage rollback fractions.  
 
Procedures for the assessment roll audits may differ by county, however there should be 
established procedures that are followed.   
 
Pre-MBOR Audits  
Most County Equalization Departments offer Pre-MBOR audits for the local unit 
assessment rolls.  Pre-MBOR audits are best preformed before the assessment change 
notices are printed.  During this audit, the auditor confirms that the assessor has met ratio 
in each classification by reviewing the L-4023.  This review helps assure the assessor 
has correctly entered the TCV for each classification and that they have correctly applied 
New, Loss, Adjustments, Additions and Losses.  If these errors are found early, the 
assessor can correct them before the assessment change notices are mailed.  
 
While Equalization Directors authority is limited in scope to the items on a 4021 some 
departments do a courtesy review that extends beyond the 4021.  This audit is for the 
benefit of the assessor in notifying them of possible oversights and issues that may cause 
problems in the future if not addressed.  Directors should be aware that assessors are 
not required to make all these changes, but if a good relationship exists between the 
director and the assessors these audits are often very much appreciated.  Some 
examples of items reviewed: 
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• Splits – confirming that the TV from the parent parcels transferred to the child 
parcels.  In many jurisdictions the assessors communicate splits to the County.  In 
these situations it is good to confirm that all parcels the assessor said they were 
going to create were created. 

• Parcel numbering compliance – Each county will have a recommended parcel 
numbering system.  If a new/split parcel is found to be non-compliant it is much 
easier to fix before MBOR. 

• School district changes – these are rare and it is good to confirm that if they 
occurred they were intentional – often times they are not. 

• Mathieu Gast - Most units don’t use Gast – but for those who do, this is a nice 

check to make sure the exemption is removed at sale and correctly added as 

new/additions. 

• Running a “Possible calculation errors report” – this can help identify a number of 

issues.  Assessor should be running this and correcting these issues prior to this 

audit, but for those that do not this is an easy way to catch a lot of problems. 

• Veteran/Poverty Exemptions – confirming that these are correctly added back to 

the roll.  Often when an exemption is applied assessor may forget to add them 

back for the following year’s roll. 

• Missed uncappings – there are a number of ways to audit these with a simple 

report.  Understand that this audit will not catch every incorrect uncapping but will 

catch many of the obvious ones. 

• IFT’s/Abatements/Special Acts 

o New certificates – a list of new certificates can be found on the STC website.  

Directors can easily confirm that these have been adequately accounted for 

and confirm the correct ‘Tax Classification’ is selected.  Failure to do this 

can easily lead to a factored roll. 

o Expiring certificates - a list of expiring certificates can be found on the STC 

website.  Directors can easily confirm that these have been removed from 

the special roll and the value added correctly to the Ad Valorem roll. 

o If applicable, make sure parcel numbers are consistent with the counties 

parcel numbering system. 

o confirming these parcels all have the correct Tax classification. 

• Vacant vs. Improved – some Equalization departments select their appraisal 

studies on a vacant vs. Improved basis so having this information correct in the 

assessor’s roll is important. 

• PA 42 Building Value – see “QFP Data Entry Instructions from BSA” for instructions 

on the correct way to enter these in the BSA software. 

• “Flat Value” parcels – while not considered an ‘override’, these parcels do not get 

adjusted to the market and should be avoided in most circumstances. 

• ECF’s – verify if the ECF’s entered appear to be entered correctly.  ECF’s of 1.00 

are possible but may warrant a conversation with the assessor to verify the value 

entered was intentional.  Verifying that ECF’s are appropriate to the class (meaning 
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the roll uses Residential ECF’s for Residential class, and Commercial ECF’s for 

Commercial class) is also helpful.   

• Income Approach Parcels – Review of these parcels can be fairly broad but should 

at lease review the changes to the tax rate as a result of changing millage rates. 

See Appendix H for a sample of audit procedures. 
 
 
Post-MBOR Audit 
Assessment rolls and related forms must be turned into the Equalization Department on 
the Wednesday following the first Monday in April or 10 days following the adjournment 
of the Board of Review, whichever comes first.  If the Equalization Department has 
already completed a Pre-MBOR audit, this audit is much easier.  At this point, if 
corrections need to be made to the application of new, loss and adjustments, the 
Equalization Director has the authority to make the corrections and print and their own L-
4022.  
 
During either audit, it is important to communicate with the assessor.  Best practice is for 
the Equalization Department to provide a checklist to the assessors well in advance of 
the expected documentation as well as a timeline for responses. 
 
Here is an example from a county of what they found during a Post-MBOR Audit. “We 
found a parcel when auditing special acts that was coded Ad Valorem instead of DNR 
Group.  Our Equalization numbers are now off.  This will have to be corrected before tax 
bills are mailed because it would go out as a summer tax bill if not corrected and the DNR 
would not pay.  We have a land bank sale not coded correctly.  The system will not then 
distribute the tax dollars correctly.  I would say most of our serious issues are special acts 
parcels.  They are difficult to find and we cannot find all of the issues in the short time we 
have for a PRE MBOR audit.” 
 

 
See Appendix I for a sample of Post-MBOR balancing/settlement checklist. 
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FACTORS 
Laurie Spencer & Brian Busscher 

 
The law requires the County Board of Commissioners to examine the assessment rolls 
of the Cities and Townships within the county each year and determine whether each 
class of real and personal property in each City and Township has been equally and 
uniformly assessed at a level of 50 percent of true cash value. The Equalization 
Department completes this requirement by auditing the assessment rolls of each local 
unit.  If necessary, the County Board of Commissioners must add to or deduct from the 
value of a class of property within a City or Township so that the total value of that class 
of property is set at 50 percent of the class’s true cash value.  If you find yourself in a 
situation where you must factor a roll a good reference is Bulletin 11 of 2011. 
 
The County Board of Commissioners adds to or deducts from the value of a class of 
property by applying a County equalization factor to the value of the class as determined 
by the City or Township assessor.   
 
Form L-4023 shows the final ratios by class and is used to determine if a factor needs to 
be applied.  It is important that directors communicate with the assessor as soon as 
possible as this affects many reports both at the local and county levels.   
 
There are several steps that need to be taken when a factor must be applied. 
 

• Calculating the factor: 
o Class TCV (Per L4018) x .50% = County Equalized Value (CEV) 
o CEV / MBOR Assessed = Factor 
o Note: If all inputs are correct in BSA, the L4023 from BSA should produce 

the correct indicated factor as well. 

• Apply the factor in BS&A at county level & make sure assessor has done it in their 
database before they roll over. It is suggested that you have the assessor provide a 
backup of their database after the factor is applied, along with all other documentation 
required.  
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• 3127 – Certification of Recommended County Equalization Valuations by Equalization 
Director (this should print out of BS&A once the factor is entered) 

• L-4024 – Statement of Acreage and Valuation – Equalization Report 

• The unit will have two L4025s (In BSA these are the L4025 report and L4025SEV) 

• L-4025 Report -This report is the values prior to application of the factor. 

• L-4025SEV Report -after the factor is applied based on SEV, this is used for the L-
4028s and L-4034s 

• L-4046 – Taxable Valuations report based on SEV.  This will be different than the 4626 
submitted by assessor at close of board of review.  FYI – from what other directors 
said in prior years when they had factors, when you print the apportionment report out 
of the State Website (eEqualization now – not sure how MEG will handle it), it uses 
the 4626 TV numbers uploaded from the assessor and not the 4046. 

 
Per Bulletin 11 of 2011 taxpayers can appeal the factored values to the MTT following the 
same schedule as like classed properties (May 31 and July 31).  Taxpayers should be 
notified of their factored assessment as soon as possible after application of the factor.  
Failure to timely notify may result in extending their appeal window to 35 days from 
notification – which in some cases would be the summer bill. 
 
Remember: Next year totals go from MBOR to MBOR, once you roll over, the prior year’s 
MBOR numbers are beginning numbers.  After you equalize and roll over your database 
you will want to back into government unit options. In the Equalization sale report set up 
screen right beside where you entered the factors is a column labeled Equalization 
previous years. Make sure that factor carried over into that previous year tab. The next 
thing you will want to make sure of is, when you do your studies for next year on those 
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factored units, you want to compare your sales or appraisals to the March board of review 
Assessed values not the Values after applying the factor. BS&A handles this very well but 
it is something you will want to double check.  
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EQUALIZATION FORMS 

 

Equalization is simply the process to ensure that all taxable property under a jurisdiction 
is assessed at the same percentage of market value.  By definition it is the process of 
making property taxation equal or uniform. 
 
Volume III of the State Tax Commission’s Michigan Assessors Manual states the 
following regarding the Equalization Process in Michigan. 

 
“The Michigan Legislature has outlined the steps to meet these requirements in 
the General Property Tax Act (GPTA).  The GPTA assessment/equalization 
process has three levels of responsibility:  Local Unit of Government (Assessor & 
BOR), County (Equalization) and State (Equalization). 

 
The assessment and equalization process begins with the local unit assessor.  
Each local assessor is statutorily required to determine the assessable and taxable 
status of all real and tangible personal property within the local unit’s jurisdiction.  
Taxable status is determined as of December 31, Tax Day (MCL 211.2(2)).  

 
The second phase of the assessment/equalization process is County Equalization.  
Once the roll is final and certified at the local level, it is delivered to the Equalization 
Department of the County in which the local unit is located.  The statutory 
responsibility of reviewing each assessment roll for the local units within each 
individual County rests with the County Board of Commissioners.  The Board of 
Commissioners (through the Equalization Department) in each County must 
determine whether the six classes of real property and total personal property have 
been equally and uniformly assessed. 

 
The third level of responsibility in the assessment/equalization process is State 
Equalization.  The State Tax Commission’s role is to determine and establish the 
uniform valuation of the six classes of real property and the total personal property 
between Michigan’s 83 counties.” 

 
In order for each level to complete their responsibility each must complete forms and 
reports and file them in a timely manner to the appropriate jurisdiction.  In our profession 
we call them the L-Forms.  “L” stands for Local Government forms. The Department of 
Treasury began using a new form numbering system and now each L-form has a form 
number that does not use a sequence or relate to the old L-Form number.  In most cases, 
both the old L-From number and the new form number is printed on the form.   
 
The form numbers are important to know for at least three reasons: 

• Some forms progress in numerical order such as the major equalization steps flowing 
in order from forms L-4015 to L-4024.  Knowing the number of the form for a task will 
help fit the sequence of work together logically. 
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• As in any profession, slang/jargon has developed for equalization.  The “L” form 
numbers are a type of shorthand used by many people to refer to the work they are 
doing at a particular time or to refer to the source of the information they are 
discussing, and some forms have the same or similar name, so the use of the form 
number minimizes confusion especially if the “L” form number is used. i.e. L-4018 and 
L-4023 are both titled Analysis for Equalization, so if you use the “L” form number it 
minimizes confusion with the numbers. 

 
This portion of the handbook covers the forms required for Equalization and after 
Equalization.  This is handbook was created to provide a definition and narrative for the 
forms used for Equalization, and not a step-by-step guide for CAMA software.   
 
NOTE: The italicized information contained in this section was taken from the MAA 2011 
course material titled, “Taking the Mystery Out Of the Equalization Process”.   
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L-4014a (5571) Preliminary Appraisal Study Listing 
Prepared by: County Equalization Department 
Filed with: Property Services Division, Michigan Department of Treasury 
Due Date: June 30 (Note: This form is optional) 
 
This form lists the parcels selected for appraisal studies. This form is not mandated but 
is recommended.  If your county uses one county database for equalization (appraisals 
through reporting), the data for all forms if completed, maintained and saved properly will 
flow into the next form.  This process begins with the L-4014a. 
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L-4015 (4618) Sales Study List 
Prepared by: County Equalization Department 
Filed with: Assessors & State Tax Commission 
Due Date: Preliminary to assessors June, Revised Preliminary to Assessors & PSD 
November 1, Final to assessors December 1 with study results, Final to STC December 
31. 
 
This form is used to list the sales of a given classification for each of the years included 
in the sales study.  Separate lists are prepared for conventional sales from the non-
conventional sales based on financing terms, so each type of sales can be summarized.   
 
Each year of the sales study should be listed separately.  The assessment year used in 
comparison with the sales price should be the assessment after March Board of Review 
for that year. 
 
Often when using CAMA software, all sales are not listed on the final form.  The ability to 
list all sales should be maintained.  During the analysis and determination process ALL 
sales should be listed and reviewed. The decision whether to list a sale on the L4015 is 
done at during data processing from documents and revised during the verification and 
qualification process.  
 
Each County Equalization Department should establish procedures for processing sales 
data, verification and qualification of sales to be used in sales studies.  Use of the 
Assessment/Sales Ratio Study Guidelines as published by the Department of Treasury 
should be adhered to.  Staff that processes sales should be trained in assessment 
administration and CAMA software. It is imperative that the person processing sales data 
understand how the sales information is used. 
 
It is recommended that the equalization director deliver a preliminary L-4015 with the local 
assessors for each classification that a sales study will be used to project the TCV in 
June.  Best practice is to provide a copy of the Department of Treasury Assessment/Sales 
Ratio Study Guidelines to the assessor and provide an opportunity for feedback.  It is also 
recommended that the Equalization Director prepare finalized Form L-4015 and form 
2793 for the 2-year section that was previously delivered in June to each local unit 
assessor by the end of September.   
 
Computation: The L-4015 requires dividing the assessed value by the sale price for the 
% ratio column entry.  The useable entries in the assessed value and sales value columns 
should be totaled for each year and for both years together.  A percent ratio of these totals 
is computed for an “unadjusted” percent.  The totals by time period are reported on the 
L-4017/L-4047 (2793). 
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The time periods are listed as follows 
April 1 through September 30 – two years prior  
October 1 through March 31 – two years prior 
April 1 through September 30 – prior year 
October 1 through March 31 – prior year 
March 31 through September 30 – current year 
 
 
Current STC Bulletin No. 9 of 2017 12-Month and 24 Month Sales Ratio Studies  
Current STC Bulletin No. 11 of 1985 Creative Financing Sales 
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L-4015a (5404) Appraisal Study List 
Prepared by: County Equalization Department 
Filed with: Assessors & STC 
Due Date: Assessors & PSD December 1 with study results, Final to STC December 31 
 
This form is the CED appraisal listing form, similar to the L-4015.  The form lists the parcel 
number, assessed value, appraised value as determined by CED and the calculated ratio. 
The L-4015a is used when there are insufficient sales for a sales study in a class of 
property. 
 
In order to complete the L-4015a, many tasks need to be completed, including but not 
limited to; field inspections of all properties in the appraisal study, data entry of field work, 
land value analysis and determination, ECF analysis and determination, reconciliation of 
fieldwork and analysis to complete appraisals for each property in the study.  Best practice 
is to provide an opportunity for feedback from local assessors.   
 
A representative study size must be used in order to have accuracy in the projected True 
Cash Value.  MAED has a sample size standard, please see that section of the handbook. 
 
Computation: The L-4015s requires dividing the assessed value by the appraised value 
for the % ratio column entry.  The total assessed value is divided by the total appraised 
value to determine the ratio for that classification.  This ratio is brought forward to the L-
4018. 
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L-4017/L-4047 (2793) 24 and 12 Month Sales Ratio Study 
Prepared by: County Equalization Department 
Filed with: Assessors & STC 
Due Date: Assessors December 1 with study results, Final to STC December 31 
 
This form adjusts the “unadjusted” or raw percentage increase from sales on the L-4015 
to adjusted percentages that give the assessor credit for adjustments made to the class 
in the previous assessment cycles.  This is the form that is used to calculate the starting 
ratio for classes which have sufficient sales data to render a meaningful and reliable 
prediction of the level of assessment in a class. 
 
This form is designed to show clearly the calculation of the equalization adjustment 
factors and the ratios from sales data following in progressive steps to the determination 
of the class starting ratio.  The L-4017 is computed by the equalization department or 
STC as a means of calculating the starting ratio for a class.  The Average Adjusted Ratio 
at the bottom of the form is entered in the “% Ratio Assessments to Appraisals” column 
on the L-4018 for each class having a sales ratio study to project True Cash Value (TCV). 
 
It is recommended that the Equalization Director prepare finalized Form L-4015 and form 
2793 for the 2-year section that was previously delivered in June to each local unit 
assessor by the end of September.  In November, the one-year section of the 2793 should 
be reconciled separately for sales through the end of September. 
 
The 24-month sales study is used unless there is significant* evidence of a declining 
market.  In that case, the local assessor must initiate the use of a 12-month sales study 
by November 1. 
 
24-month time period: 

April 1 of the prior two years through March 31 of the current assessment year   

12-month time period:  

October 1 of the prior year through September 30 of the current assessment year   

 
Sales studies must contain a sufficient** number of valid arms-length sales so that a 
conclusion can be reached, and the results of the study are indicative of the real estate 
market being studied. 
 
Computation: This form clearly identifies the calculating steps to be taken, the form 
requires the previous 2 years’ L-4023 forms and the current L-4015 forms to be used as 
source documents. 
 
*Significant evidence may include but is not limited to: a)A reduced number of market 
sales without a reduction in the number of listings b) An increase in the number of 



45 
 

 

foreclosure sales c) A loss of major employer(s) d) A single year sales study ratio higher 
than the standard 24-month ratio, in combination with items a through c above. 
 
**Sufficient has been interpreted by MAED to mean at a minimum there has to be sales 
data in each of the time periods.  Please see the sample size section of the handbook. 
 
Current STC Bulletin No. 9 of 2017 12-Month and 24 Month Sales Ratio Studies  
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L-4018 Real & Personal (603) Analysis for Equalized Valuation  
Prepared by: County Equalization Department 
Filed with: Assessors, PSD & STC 
Due Date: Assessors & PSD December 1, Final to STC December 31 
 
This form as a nearly identical name to form L-4023.  The L-4018 is used to project TCV 
for the following cycle of the assessment /equalization process.  The purpose of the L-
4018 is to determine the revised (projected) TCV of each class of property, real and 
personal, in an assessing unit. The form is completed by the Equalization Director.  The 
results of all studies in all classes are summarized on the L-4018.  The L-4018 is the 
“bridge” document between County Equalization and the assessor.  This document is the 
culmination of the CED work in determining the True Cash Value for the classification for 
the new assessment year. It is the assessors beginning point for revisiting TCV and 
assessments.  It is very critical that the work be accurate and timely. 
 
The form is straightforward in content:  AV from the current year, a summary of the study 
parcel county, TCV, and AV of the parcels in the sample. Then the ratio of the appraisal 
study for the ratio form the applicable L-4017 from the sales ratio study is entered in the 
“% Ratio Assessments to Appraisals” column.  TCV is calculated by dividing the AV by 
the Study Ratio.  The forms are submitted, with the study information, by the Equalization 
Director to the STC. 
 
Computation: The assessed value is divided by the study ratio to yield the projected TCV 
of the class.  50.00% is the goal.  Divide 50.00 by the study ratio to yield the factor of 
increase or decrease.  
 
Note: It cannot be stressed enough that last years ending assessed total must be this 
years beginning totals on the L-4018, L-4022 and L-4023.  
 
In some cases, it may be necessary to stratify or combine a study on the L4018.  Please 
see the Stratification and Combination section of the handbook for further details. 
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L-4113 (3215) Certification of Equalization Study By Equalization Director 
Prepared by: County Equalization Director 
Filed with: State Tax Commission 
Due Date: December 31 
 
This form is to certify that the County Equalization Study was prepared under the direct 
supervision by the Equalization Director.  By signing this document, the Equalization 
Director is certifying that the studies were completed in compliance with Michigan 
Compiled laws and the rules of the State Tax Commission. 
 
This Certification is submitted along with: 
1. A real and personal STC form 603 (L-4018R) and 602 (L-4018P) for each unit  
2. A county summary (total recap) of the STC form 603 (L-4018R) and 602 (L-4018P) 

true cash value and assessed value for real and personal property by classification 
for the county. 

3. Land Value Grid (LVG) and analysis.  
4. Economic Condition Factor (ECF) determination and analysis. 
5. STC form 4504 (L-4015a and L-4015) Appraisal and/or Sales listings by unit. 
6. STC form 2793 (L-4017 and L-4047) 24 and12 Month Sales Ratio for Determining the 

2020 Starting Base, for sales studies by local unit. 
7. STC form 3215 (L-4113) - Certification of Equalization Study by Equalization Director 

(attached) 
 
Current STC Bulletin No. 7 of 1997 
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Publication of the Current Year’s Tentative Equalization Ratios & Multipliers 
Prepared by: County Equalization Director 
Filed with: State Tax Commission 
Due Date: Third Monday in February 
 
There is no official form number for this publication.  The county equalization director is 
required to publish in a newspaper, the tentative equalization ratios and estimated SEV 
multipliers for the current year for each local assessing unit, and to provide a copy to each 
assessor and board of review in the county.  
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4606 Electronic Signature Declaration for Annual State Equalization Reports 
For Electronic Filing of Forms L-4023, L-4024, L-4046, L-4402 and L-4626 
Prepared by: County Equalization Director must be notarized 
Filed with: Michigan Department of Treasury 
Due Date: February 28 
 
Each county has its own secure, online account which can be accessed with a personal 
identification number (PIN).  The Pin serves as an electronic signature, therefore 
eliminating the need to submit paper reports.  After reports are approved and signed, the 
Equalization Director uses the PIN in the state system to electronically submit data.   
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L-4021 (606) Assessment Roll Changes Worksheet 
Prepared by: Local Assessor 
Filed with: County Equalization Department 
Due Date: The Wednesday Following the 1st Monday in April or 10 days following the 
adjournment of the MBOR, whichever comes first. 
 
The assessor uses this form to calculate the change from year to year for each parcel’s 
assessment.  It notes the type of change and the reason for the change.  It is imperative 
that the Loss, New, and Adjustment be accounted for, so an audit trail is created for 
changes in assessed value. 
 
Each individual parcel that has a change in its assessed value or a change in the taxable 
status from the prior year must be listed on the form L-4021.  Regardless if the 
assessment is increased or decreased, the difference between the current year assessed 
value and the prior year assessed value must be identified and the reason noted.  There 
may be cases where an individual parcel’s assessed value does not change, but the 
property classification has been changed or a parcel’s new and loss are the same so 
there is no change in the assessment.  The parcel must be listed on the form L-4021. 
 
The audit of the L-4021 by the County Equalization Department is one of their 
fundamental duties. Many CEDs offer an opportunity to their local units to complete a Pre-
MBOR audit.  This L-4021 audit has been expanded in many jurisdictions to include 
balancing of all values, Additions & Losses, PRE status and uncappings.  While it is not 
mandated, many local units proved a backup prior to the mailing of assessment change 
notices to assure the roll totals balance and each class is equalized. 
 
Computation: It is vital for an assessor to have a complete understanding of the following 
equations and the “Headlee” corollary. 
 
The Assessing Equation: 
Previous MBOR Value – Loss +/- Adjustments + New = Current Assessment 
 
In other words, if the current assessment differs from the previous assessment, there 
must be Loss, Adjustment or New involved.  Be careful of computer programs that plug 
any difference between these assessed values automatically to the adjustment column.   
 
The Capped Value Equation: 
(Prior Year Taxable Value – Losses) X (IRM or 1.05) + Additions = Current Year Capped 
Value 
 
The Headlee Corollary: 
Check the instructions provided with from L-4022 and determine if some or all of the 
assessing Loss is Losses for tax limitation purposes.  Check similarly for some or all of 
New to be tax limitation Additions.  In most cases, Losses cannot exceed Loss, and 
Additions cannot exceed New. 
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L-4022 (607) Report of Assessment Roll Changes and Classification 
Prepared by: Local Assessor 
Filed with: County Equalization Department & State Tax Commission 
Due Date: The Wednesday Following the 1st Monday in April or 10 days following the 
adjournment of the MBOR, whichever comes first. 
 
This report is a recap of the L-4021s and shows the assessed values for the prior year, 
the current assessed values and the loss, net adjustments, and new by class.  Each class 
of real  and personal property is individually summarized on the L-4022.  The prior year 
assessment and the current year assessment totals are sometimes called starting and 
ending values.  It is important to compare the ending values from the previous year’s L-
4022 to make sure they are exactly the same as the starting values for the current year’s 
L-4022 for each class.  It is also recommended to include the number of parcels for each 
class. 
 
This report requires the signature and certificate number of the certified assessor and is 
filed after the BOR with the STC and the County Equalization department.  The STC 
receives the original and the equalization department receives a copy along with the 
assessment roll and the back-up L-4021.  The L-4022 is audited back to the L-4021s, is 
verified by the Equalization Department, and is reviewed by the district field staff. 
 
After the audit of the L-4021, if the Equalization Director determines that the New, Loss 
and/or Adjustments were not applied correctly, they will produce a corrected L-4022 and 
file it with the State Tax Commission. 
 
Note: It cannot be stressed enough that last years ending assessed total must be this 
years beginning totals on the L-4018, L-4022 and L-4023.  
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L-4023 (2164) Analysis for Equalized Valuation 
Prepared by: County Equalization Director  
Filed with: State Tax Commission 
Due Date: third Monday in April 
 
This is the form that has the same name as the L-4018.  The form L-4023 is a very critical 
calculation document in establishing recommended County equalized valuations.  The 
value from the L-4022s are spread on the L-4023 in the assessed value columns on the 
left side of the form.  It is important to enter the assessed values first for each class.   
 
Calculation: The assessed value on line 1 and the calculations should be taken directly 
form the L-4018.  The assessed value on line 1 must match exactly the ending value from 
the preceding year’s L-4018 for that class.  Be sure to calculate the subtotals on lines 3 
and 5.  If the value has changed during the year due to July or December BOR changes, 
MTT, or STC order changes; those changes must be included within the L-4021 
assessment equation as new, loss or adjustment.  The first line in each class is completed 
by entering the ratio and true cash value from the L-4018 that was computed during the 
past December and submitted to the STC.  The next step is the calculation of TCV for 
loss, which is deducted from the beginning value at the beginning ratio. Copy the ratio 
from the L-4018 to line 2, divide the loss by the ratio and enter the TCV of the loss in the 
TCV column on line 2.  Subtract TCV line 2 form TCV line 1 and enter in the TCV column 
on line 3.  Copy this TCV result to line 5 of the TCV column. 
 
Line 4 should have the adjustment value form the L-4022 with nothing being calculated 
in the ratio or TCV side of line 4.  Line 5 is the value after losses and the adjustment being 
either added or subtracted from the beginning totals.  The line 5 TCV is the same value 
as line 3, the ratio is calculated by dividing the AV on line 5 by the TCV on line 5.  Put 
more simply, line 5 is calculation the ratio.  Line 6 has the value from the L-4022 inserted 
on the assessed value side and the ratio from line 5 is brought to line 6 in the ratio column.  
Divide the assessed value by the ratio to determine the TCV on line 6.  Line 8 assessed 
value is calculated by adding line 5 with line 6.  The same applies to the TCV side and 
again the assessed value is divided by the TCV to arrive at a total ratio for the 
classification. 
 
If this ratio is between 49.00 and 50.00, the class can be equalized as assessed.  If it is 
not, there are some extra steps to complete.  In either case, multiply the TCV by 50% to 
give the computed equalized value.  If the unit has a ratio on line 8 between 49.00 and 
50.00, the equalization factor shall be 1.0000.  The recommended equalized value will be 
equal to the assessed value for that class.  If the ratio is outside of 49.00 and 50.00, the 
equalization factor is calculated by dividing the computed equalized value (50% of the 
TCV) by the total AV.  This gives a factor that when multiplied by the assessed value will 
equal or slightly exceed the equalized value.  This equalization factor is the class factor 
which converts each assessment on the assessment roll to the equalized value for the 
tax roll.  This value, Assessed Value X Equalization Factor, will be the recommended 
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equalized value for this class.  These calculations are performed for each class of real 
property. 
 
Line 7 on form L-4023 is often not used.  It is used if a reappraisal is completed or if an 
assessor has reclassified many properties from one class to another, then the 
Equalization Director should use Line 7 when brining the value into the new class.  The 
assessed value of the property transferring classes should be listed in the Assessed 
Value column.  The ratio entered in the ratio column is from the former class of property’s 
Loss row, line 2.  The TCV is calculated and the new class totals are entered on line 8.   
 
The bottom of the first page of the L-4023 has a recap of the computed 50% of TCV and 
the Recommended Equalized Value for Real and Personal Property.  Page 2 has a Total 
Real line 800 and page 3 has a Total Personal line 850. 
 
The above procedure is the same for the personal property L-4023, except there is only 
one factor determined for the total personal class.  The ratios are determined by class, 
but the total personal assessed value is divided by the total true cash value for the 
personal property ratio.  The factor is found by the same method as the real and the same 
criteria for qualifying for 1.0000 applies, even though only one factor is calculated for the 
entire class of property.   
 
Note: It cannot be stressed enough that last years ending assessed total must be this 
years beginning totals on the L-4018, L-4022 and L-4023.  
 
The information for this form can either be hand entered or exported from BS&A and 
uploaded into the Department of Treasury website. After this form is completed and 
signed, it is filed with the Department of Treasury electronically using the Equalization 
Directors PIN. 
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L-4024 (608) Statement of Acreage and Valuation 
Prepared by: County Equalization Director  
Filed with: Board of Commissioners & State Tax Commission 
Due Date: BOC Tuesday following the second Monday in April, STC first Monday in May 
 
Often referred to as the Equalization Report, the County Equalization Director prepares 
the L-4024 which shows the assessed and equalized values for Real and Personal 
Property by class for each unit in the County and a County total. 
 
The L-4024 form must be signed by the Chairman of the Board of Commissioners, County 
Clerk and the County Equalization Director. 
 
The information for this form can either be hand entered or exported from BS&A and 
uploaded into the Department of Treasury website. After this form is completed and 
signed, it is filed with the Department of Treasury electronically using the Equalization 
Directors PIN. 
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L-4037 (2691) Assessment Roll Certification (County) 
Prepared by: County Equalization Director  
Filed with: State Tax Commission 
Due Date: Third Monday in April 
 
After the rolls are equalized, each shall be certified to by the chairperson and the clerk of 
the board and be delivered to the supervisor of the proper township or city, who shall file 
and keep the roll in his or her office. 
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4626 Assessing Officer’s Report of Taxable Value as of State Equalization in May 
Prepared by: Local Assessor 
Filed with: County Equalization Department, CED uploads to STC  
Due Date: Assessor with CED immediately after the close of March Board of Review, 
CED to STC 3rd Monday in April 
 
While the form title indicates that the Taxable Values reported are as of State Equalization 
in May, the values on this form are as of the close of March Board of Review.  The form 
is exported from BS&A as a CSV file.   
 
Once received, the CED must use the “PreLoad Prep Tool” to identify and fix issues that 
interfere with a successful upload of a 4626 submission.  You must contact the State to 
obtain a copy of the PreLoad Prep Tool if you don’t have your county’s saved.  The tool 
will check for correct tax year, correct submission format, correct local unit coding and 
school coding, taxable value balance (Total LU TV vs. Total School district TV), and 
missing village values.    
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3127 Certification of recommended County Equalized Valuations by Equalization 
Director 
Prepared by: County Equalization Director  
Filed with: Property Services Division, Michigan Department of Treasury 
Due Date: Fifteen days of submission of the Recommended County Equalized Valuations 
to the County Board of Commissioners 
 
The Equalization Director of each county shall certify the Recommended County 
Equalized Valuations on STC form 3127.  These are the valuations recommended by the 
County Equalization Director to the County Board of Commissioners in his/her county.  
This certification requires that the equalization director be property certified. 
 
After this form is completed and signed, it is filed with the Department of Treasury 
electronically using the Equalization Directors PIN. 
 
Current STC Bulletin No. 7 of 1997 
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L-4027i (3689) Interim Status Report 
Prepared by: County Equalization Director  
Filed with: State Tax Commission using the MEG system. 
Due Date: June 30 & if revised, August 31, October 31 & December 31 
 
This form is the county’s equalization plan of study activity for the current year.  The 
purpose of this form is to notify the STC of the County’s equalization plan.  The Interim 
Status Report provides a baseline to monitor county progress and early detection of 
protentional county issues. 
 
The data entered on page 1 is to reflect the equalization study as it will be when complete 
on December 31.  The first section on Page 2 is to provide the actual status at the time 
the Interim Status Report is submitted.  The following two sections on page 2 are to 
provide the planned status of the equalization study for these two dates: August 31 & 
October 31.   
 
If, on August 31, October 31 or December 31, the actual progress of the study is 
significantly* different than was initial reported, the CED shall submit an amended plan 
with an explanation as to why the county ahs amended the study plan. 
 
*Significantly different has been interpreted by MAED to mean a change in the type of 
study (sales or appraisal) or use of a 12 month sales study instead of a 24 month study.  
Minor sales information is not considered significant. 
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L-4046 (2795) Taxable Valuations 
Prepared by: County Equalization Department 
Filed with: State Tax Commission  
Due Date: 4th Monday in June 
 
This form reports the Taxable Value totals for each taxing jurisdiction as of State 
Equalization. 
 
The information for this form can either be hand entered or exported from BS&A and 
uploaded into the Department of Treasury website. After this form is completed and 
signed, it is filed with the Department of Treasury electronically using the Equalization 
Directors PIN. 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



86 
 

 



87 
 

 

 
 



88 
 

 

 

This page intentionally left blank 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



89 
 

 

HEADLEE and APPORTIONMENT FORMS 

 
The Equalization Department is responsible for calculating all millage rollback fractions 
required by law (Headlee, Truth in Assessing, Truth in County Equalization and Truth in 
Taxation) for all Taxing Authorities within the County.  Following this process, the 
department compiles all millage to be levied within the county and submits the 
apportionment report to the County Board for their examination and approval and a copy 
to the State Tax Commission 
 
This portion of the handbook covers the forms required for the Headlee Amendment and 
Apportionment.  This is handbook was created to provide a definition and narrative for the 
forms, and not a step by step guide for CAMA software.   
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L-4025 (609) Report of Taxable Valuations Including Additions, Losses and Totals as 

Approved by the Board of Review 

Prepared by: Assessor 
Filed with: Equalization Department 
Due Date: A date after the close of the current March MBOR but before the 1ST Monday 
in May (most directors have selected the close of MBOR as the date for filing this report) 
 

This form is used to report taxable values used to calculate millage rollbacks required by 

MCL211.34a (Headlee) and by MCL 211.24e (Truth in Taxation). The following must be reported 

by class, for each taxing jurisdiction which levies a property tax in the jurisdiction. 

1. Total Previous Taxable Value 
2. Taxable Value of Losses 
3. Taxable Value of Additions 
4. Total Current Taxable Value 

 

The Equalization Department must analyze each assessment to arrive at an accurate tabulation 

of taxable values of losses and taxable values of additions, as defined in P.A. 415 of 1994. This 

is done during Pre-MBOR and Post-MBOR audit of the L-4021. 

 

On form L-4025, the information above is broken down for each local school district into two 

separate categories: 

1. All properties in the local school district (Total Taxable Value) 
2. Non-homestead properties in the local school district 

The “non-homestead” category excludes the taxable value, additions, and losses for 

parcels that for the current year that: 

• Have a partial or full homeowner’s principal residence exemption 

• Have a partial or full qualified agricultural property exemption 

• Have a qualified forest reserve exemption 

• Are classified as industrial personal property 

• Are classified as commercial personal property 

• Are qualified parcels in a renaissance zone, including a tool and die recovery zone 

• Receive any other type of partial or full exemption from the millage. 
 

The totals from the L-4025 are brought forward to the L-4034 and L-4028.   

 

Note: The Non-homestead totals will not balance to any other report as partial exemptions are 

not prorated.  The only report this will balance to is the L-4028.  The beginning numbers (total TV 

only) should batch the ending numbers on the prior year’s L-4025 & L-4028.   
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Note: The totals on the L-4025 are MBOR totals. In the case an Equalization Factor must be 

applied to a class, a second L-4025 will have to be printed using the Taxable Values based on 

the SEV.  For more information on applying factors please see the Equalization Factor section of 

the handbook. 

 

Current Bulletin – Every year the STC issues a Bulletin titled MILLAGE REQUESTS AND 

MILLAGE ROLLBACKS.  The directions for completing form L-4025 are found in this bulletin. 
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L-4025 SEV (610) Calculation of Taxable Valuations Including Additions, Losses and Totals 

For Units Which Were Not Equalized As Assessed 

Prepared by: Assessor 
Filed with: Equalization Department 
Due Date: ASAP after a factor is applied 
 
In the case an Equalization Factor must be applied to a class, a second L-4025 will have to be 

printed using the Taxable Values based on the SEV.  For more information on applying factors 

please see the Equalization Factor section of the handbook. 
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L-4034 Millage Reduction Fraction Calculations Worksheet 

Prepared by: Equalization Department (not specifically assigned) 
Filed with: County Treasurer, local taxing jurisdictions  
Due Date: With the L4028 3rd Monday in May (In the case a State factor is applied, the 
Friday following the 4th Monday in May) 
 

The L-4034 worksheet is used to compute the section 211.34d (“Headlee”) Millage Reduction 

Fraction, the section 211.34 Truth in Assessing or Truth in County Equalization Rollback Fraction 

and the section 211.24e Truth in Taxation Base Tax Rate Fraction. 

 

The computations for the L-4034 are prescribed by statute and are on the following page. The 

totals from the L-4025 are used for the L-4034.  The calculated Millage Reduction Fraction, Truth 

in Assessing, Truth in Equalization, and Truth in Taxation fractions are all brought forward to the 

L-4028. 

 

Assessors and local taxing jurisdictions can use the L-4034 to verify the L-4028 and to complete 

the L-4029. 

 

Current Bulletin – Every year the STC issues a Bulletin titled MILLAGE REQUESTS AND 

MILLAGE ROLLBACKS.  The directions for completing form L-4034 are found in this bulletin. 
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Step 1 
 

TAX LIMITATION ROLL BACK  
ALL UNITS 

 
 
 

If the total value of existing taxable property in a local taxing unit increases faster than 
the U.S. Consumer Price Index (CPI) from one year to the next, the maximum 
authorized tax rate in the jurisdiction must be “rolled back” (reduced).(Article IX, Sec. 
31 of the Michigan Constitution) The MRF is permanent and can only be reversed by a 
vote of the electors. 

 

Current year MRF   =  
(prior year’s TV – losses) X IRM 

current year’s TV - additions 

Step 2 
 

TRUTH IN EQUALIZATION 
ROLLBACK 

COUNTIES & VILLAGES 
 
 
 

In counties in which the SEV exceeds the CEV, 
county and village maximum authorized tax 
rates must be reduced so that yields based on 
SEV will not exceed the amounts that would 
have been collected had the rates been applied 
to the CEV. (Act No. 243, PA of 1975) 

 
 

Step 2 
 

TRUTH IN ASSESSMENT 
ROLLBACK 

CITIES & TOWNSHIPS 
 
 
 

In cities and townships in which the SEV 
exceeds the AV, the city or township maximum 
authorized tax rates must be reduced so that 
yields based on SEV will not exceed the 
amounts that would have been collected had 
the rates been applied to the CEV. (Act No. 
213, PA of 1981) 

 

Equalization Roll-

back Fraction 

 

Assessment Roll-

back Fraction 

total TV (Based on CEV) 

total TV (Based on SEV) 

 

total TV (Based on AV) 

total TV (Based on SEV) 

 

Step 3 
 

TRUTH IN TAXATION ROLLBACK 
ALL UNITS 

 
 
 

Any increase in the total value of existing taxable property in a local taxing unit must be 
offset by a corresponding decrease in the tax rate actually levied so that the yield does not 
increase from one year to the next.  The rollback may be reversed by either (a) complying 
with Section 16 of the Uniform Budgeting and Accounting Act (MCL 141.436) or (b) by 
complying with the requirements of “Truth in Taxation” (MCL 211.24e) The BTRF is NOT 
permanent.  

 

 

Base Tax Rate Fraction  = 
Prior year total TV – losses 

Current year total TV - additions 

= = 
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L-4028 (612) Millage Reduction Fraction Computation 

Prepared by: Equalization Department 
Filed with: Local Governments, Surrounding County Equalization Department (that 
shares and intercounty taxing jurisdiction), State Tax Commission  
Due Date 3rd Monday in May (In the case a State factor is applied, the Friday following 
the 4th Monday in May) 
 
The L-4028 is used report the section 211.34d (“Headlee”) Millage Reduction Fraction, the section 

211.34 Truth in Assessing or Truth in County Equalization Rollback Fraction and the section 

211.24e Truth in Taxation Base Tax Rate Fraction for each taxing jurisdiction located exclusively 

within a single county. 

 

The valuation totals from the L-4025 and the millage reduction fraction totals from the L-4034 are 

brought forward to the L-4028.  The millage reduction fraction totals are applied accordingly on 

the L-4029. 

 
Note: The reduction in base tax rate for the Truth-In-Taxation must include the distribution 
of the Convention Facilities Tax and the Cigarette Tax/Health and Safety Fund Act.  Each 
year the Revenue Sharing and Grants Division sends this information to the chair of the 
BOC of every county. 
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L-4028 IC (613) Millage Reduction Fraction Computation (Intercounty) 

Prepared by: Equalization Department 
Filed with: County Treasurer, State Tax Commission, Intercounty Taxing Jurisdictions 
Due Date: 1st Monday in June 
 
The L-4028 IC is used report the section 211.34d (“Headlee”) Millage Reduction Fraction, the 

section 211.34 Truth in Assessing or Truth in County Equalization Rollback Fraction and the 

section 211.24e Truth in Taxation Base Tax Rate Fraction for intercounty taxing jurisdictions. 

 

When the valuation information has been obtained from the equalization directors of all 
the counties which are included within the boundary of the intercounty fractional taxing 
jurisdictions listed, the millage reduction fractions can be calculated for those intercounty 
jurisdictions. 
 

The valuation totals from the L-4025 and the millage reduction fraction totals from the L-4034 are 

brought forward to the L-4028.  The millage reduction fraction totals are applied accordingly on 

the L-4029. 
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L-4029 (614) Tax Rate Request 

Prepared by: Every Taxing Jurisdiction 
Filed with: County Clerk, Equalization Department, Township/City Clerk  
Due Date: September 30 
 

Form L-4029 is used to calculate the maximum allowable millage levy after possible reduction by 

the MCL 211.34d (“Headlee”) millage reduction fraction and the MCL 211.34 “Truth in Assessing” 

or “Truth in County Equalization” rollback fraction.  Form L-4029 is not used to calculate the MCL 

211.24e “Truth in Taxation” base tax rate fraction, however, if required the BTRF must be applied 

to the Maximum Allowable Millage Levy. 

 

The valuation totals from the L-4025 and the millage reduction fraction totals from the L-4034 are 

brought forward to the L-4028.  The millage reduction fraction totals are applied accordingly on 

the L-4029.  The Millage Requested to be Levied is brought forward to the L-4402. 

 

Current Bulletin – Every year the STC issues a Bulletin titled MILLAGE REQUESTS AND 

MILLAGE ROLLBACKS.  The directions for completing form L-4029 are found in this bulletin and 

on page 2 of the form. 

See Appendix J for Truth in Taxation Instructions. 
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Truth in Taxation Checklist Example 
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L-4402 (1020) Statement Showing Taxable Valuations and Mills Apportioned by the 

County Board of Commissioners 

Prepared by: Equalization Department (or other Department assigned by the BOC) 
Filed with: State Tax Commission 
Due Date: October Session of BOC, State Tax Commission December 1 
 

Form L-4402 contains information relative to the Taxable Value, Millage Rates, Special 
Assessments, etc. levied within each township and city in each county.  The 
responsibility of apportionment, or certification and spread of all tax rates upon the 
taxable value within each county rests on the Board of Commissioners (MCL 211.37). 
The GPTA provided for the establishment of a department (The Equalization 
Department) to survey assessments and assist the county board of commissioners in 
performance of this duty.   
 
The Equalization Department, on behalf of the board of commissioners is responsible 
for review and audit of the L-4029 to verify that the millage requested by each taxing 
jurisdiction is lawful in accordance with the GPTA.  This duty is handled different in each 
county.  Some counties require proof of Truth in Taxation hearings with the filing of the 
L-4029, others do not. Policies and procedures should be created for review and audit 
of the L-4029 to assure the correct millage is apportioned. (MCL 211.24e) 
 
It cannot be stated enough how important the correct application of additions and losses is.  

Failure to properly identify Additions property often results in an over reduction in millage rates 

which results in Loss of revenue to the local units. The failure to identify Losses correctly can 

result in an under reduction of millage rates which is illegal under the Headlee amendment.  While 

the Equalization Director has no legal means to correct the Additions and Losses, a complete and 

in-depth audit of the L-4021 will provide an opportunity for communication with assessors to 

correctly apply the values before the close of the MBOR. 
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OTHER FORMS 

 
Besides the mandated Equalization and Apportionment forms required by statute, the 
Equalization Department is required to complete and file “other” reports to various 
departments in the state.   
 
It has often been said (by employees of the state) it is easier to get the answer from 83 
directors than from the 1,516 different local units throughout the state.  
 
The following forms are requested annually.  At times information is requested from the 
State.  Equalization Directors should timely file reports as requested.  
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Exempt Property  
Prepared by: Equalization Department or County Clerk 

Filed with: The office of Revenue and Tax Analysis 
Due Date: When requested (usually the 3rd week of February) 
 
The Office of Revenue and Tax Analysis uses the estimates to prepare the report required under 

P.A. 72 of 1979. They ask for the help of local government officials because the data is not 

compiled elsewhere.  

This report has often been used to generate proposals for tax reform, but those proposals 

generally fade into obscurity once the details are discussed. There is no specific use other than 

completing the report. With that said, the public policy process is enhanced as policy makers have 

more information about the impact of previous policy decisions. 

In theory, if assessors had all of their exempt parcels listed and valued within their 
database, Equalization Departments could complete this form with accuracy.  However, 
most assessors do not have exempt parcels valued, let alone listed.  It is up to the 
Equalization Department to determine the best way to complete this form.   
 
While we (Equalization Departments) may not see the immediate effect of this report, 
completing this form helps lawmakers make tax related decisions. 
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Taxable Value Survey 
Prepared by: Equalization Department 
Filed with: The office of Revenue and Tax Analysis 
Due Date: When requested (usually mid-May) 

 
The Office of Revenue and Tax Analysis, Michigan Department of Treasury, conducts an annual 

survey to obtain the current year taxable value information.  

This survey includes the county's current year total real and personal property taxable value. They 

request the values include a breakout of PRE, Qualified Ag & Qualified Forest along with industrial 

personal property, commercial personal property and other non-homestead property separately. 

By providing these figures, it will make the estimate for local school operating millage revenue 

more accurate. 

Because they want to estimate the local school operating millage revenue, the totals should NOT 

be taken from the L-4028 (as the non-homestead group is all or none and not prorated), but from 

the miscellaneous totals and statistics report. 
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PPSR (Personal Property Summary Report) 

Prepared by: Equalization Department 
Filed with: Department of Treasury, Surrounding County Equalization Directors that 
share Inter-County Taxing Jurisdictions 
Due Date: When requested (usually beginning of May) 
 

In accordance with the Local Community Stabilization Authority Act, 2014 Public Act 86, MCL 

123.1353(3) and the State Tax Commission’s Bulletin No. 17 of 2018, county equalization 

directors are required to report to the Department of Treasury the current year taxable value of 

commercial personal property, industrial personal property, total IFT new facility personal property 

where the land is classified as commercial real, total IFT new facility personal property where the 

land is classified as industrial real, and IFT replacement/rehabilitation personal property for each 

municipality in the county by May 31. 

The form is emailed to each County Equalization Director.  Directions are found on the first page 

of the EXCEL spreadsheet that is emailed. 

Most directors use the valuation totals from the L-4022 Taxable Value form or from the 

Miscellaneous Totals and Statistics Report. 
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PPSR IC (Personal Property Summary Report Inter-County) 

Prepared by: Equalization Department 
Filed with: Department of Treasury, Surrounding County Equalization Directors That 
Share Inter-County Taxing Jurisdictions, Inter-County Taxing Jurisdictions 
Due Date: When requested (usually end of May) 
 

In accordance with the Local Community Stabilization Authority Act, 2014 Public Act 86, MCL 

123.1353(3) and the State Tax Commission’s Bulletin No. 17 of 2018, for each municipality 

levying a millage in more than one county, the county equalization director responsible for 

compiling the municipality’s taxable values is required to report to the Department of Treasury the 

municipality’s total current year taxable value of commercial personal property, industrial personal 

property, total IFT new facility personal property where the land is classified as commercial real, 

total IFT new facility personal property where the land is classified as industrial real, and IFT 

replacement/rehabilitation personal property. 

When the valuation information has been obtained from the equalization directors of all 
the counties which are included within the boundary of the Inter-County fractional taxing 
jurisdictions, they are used for the completing of this report. 
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Allocation Rates 
Prepared by: Equalization Department or County Clerk 

Filed with: Property Services Division of the Michigan Department of Treasury 
Due Date: When requested (June) 
 

This form reports what type of millage (either by Allocation Board or Fixed Millage) and the millage 

rates established for the county, townships, and intermediate school districts. 
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Administration fee 
Prepared by: Equalization Director or County Treasurer 

Filed with: The Office of Revenue and Tax Analysis 
Due Date: When requested (Usually late December) 
 

The Office of Revenue and Tax Analysis requests an annual respond as to what cities, townships 

and villages added a property tax administration fee (1% or less) to their tax bills for the current 

year. 
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STC Vacant Agricultural Land Study, Forms 4936 & 4937 
Prepared by: Equalization Department  

Filed with: State Tax Commission 
Due Date: December 31 
 

This is a friendly reminder that per Bulletin 8 of 2013, “the Commission requires Equalization 

Directors to submit annually by December 31, the Commission-approved Certification of Vacant 

Agricultural Land Study for DNR/PILT Property and the State Tax Commission Vacant Agricultural 

Land Study forms.   

Timely submittal of the report is vital to calculating the value of newly acquired parcels and 

calculating changes in assessed value of DNR/PILT parcels.  The State Tax Commission 

Agricultural Vacant Land Study should include the mean per acre value for each local unit as well 

as the mean of the entire county.   The Vacant Agricultural Land Study must be sent separately 

from other sales studies provided to the Property Services Division.” 
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THE 50-MILL LIMIT 

 
The 1963 Constitution establishes limits on the property taxes that may be imposed by 
unchartered counties, townships and schools (the 15/50 mill limit), and states that those 
limits do not apply to debt service or to taxes imposed for any other purpose by any city, 
village, charter county, charter township, charter authority or other authority, the tax 
limitations of which are provided by charter or by general law. 
 
Millage levied within the 15-mill limitation is allocated among local units on an annual 
basis by a tax allocation board in each county, while millage levied under the local option 
is fixed by the local electorate.  Voters in most of the state's eighty-three counties have 
adopted a fixed allocation. 
 
Annually (usually in June), the Equalization Department or County Clerk is responsible 
for reporting the allocation rates to the Property Services Division of the Michigan 
Department of Treasury (see other reports).  This report includes whether or not the 
county has an Allocation Board or Fixed Allocation. 
 
The rate may not exceed 15 mills ($15 per $1,000) or 18 mills in counties with separate, 
voter fixed allocations for all jurisdictions without voter approval.  (These limitations were 
reduced by the number of mills allocated to local school districts in 1993, after which local 
school districts may not receive allocated millage.)  
 
The foregoing limitations may be increased up to 50 mills with voter approval.  Excluded 
from these limitations are:  

(1) Debt service taxes for all full faith and credit obligations of local units;  
(2) Taxes imposed by units having separate tax limitations provided by charter or 

general law (cities, villages, charter townships, and charter counties);  
(3) Taxes imposed by certain districts or authorities having separate limits (e.g., 

charter water authorities, port districts, metropolitan districts, and downtown 
development authorities);  

(4)  Certain taxes imposed by municipalities for special purposes (garbage services, 
library services, services to the aged, and police and fire pension funding). 

 
The fifteen, eighteen and fifty mill limitations apply only to operating millage levied by 
unchartered counties (only Wayne & Macomb are charted counties) unchartered 
townships, and to millage for current operating expenses of school districts.  Debt service 
millage levied by local units is excluded, as is operating millage imposed by any city, 
village, charter county, charter township, charter authority or other authority, the tax 
limitations of which are provided by charter or by general law.  These exclusions explain 
why aggregate property taxes levied on some parcels of property exceed fifty mills. 
 

Excerpts from Citizens Research Council of Michigan Publications 
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Citizens Research Council of Michigan 

 
 

 
50 Mill limitation handout for MAED 3/4/16 
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The MAED believes that the Equalization Department exists to assist the board of 
commissioners on all matters related to assessments and the apportionment of millage 
rates. (MCL 211.37) 
 
While the practices, procedures and policies may look different for each county, it is 
essential that the Equalization Department play a roll in the audit of the assessment roll 
for compliance with the Headlee Amendment, computation of the Millage Rollbacks and 
audit of the L-4029’s for the apportionment report.  This should include procedures to 
determine if the county complies with the 15, 18 & 50 mill limits. 
 
AG Opinion 6654 Addresses the following questions: 
1. Based upon the fact that the Board of Commissioners take an oat to uphold the State 

Constitution, what responsibilities do they have in enforcing Section 6 of Article IX of 
the 1963 Constitution? 

2. In the event the Board of Commissioners has no responsibility in enforcing Section 6 
of Article IX, then whose responsibility is it? 

3. If the millage must be reduced, what procedure should be followed to attain 
constitutional compliance? 

4. In determining the millage subject to the 50 mill limit, do you utilize the actual voter 
approved rate or the reduced Headlee Amendment rate? 

50 Mill limitation handout for MAED 3/4/16 
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INCORRECT LEVY RATES ON TAX BILLS 
Eric Harger & Brian Busscher 

 
The Equalization Director is responsible for a number of components that are used to develop the tax 

bills ranging from rollback multipliers to millages approved on the Apportionment report.  Once the 

Director develops that information, however, it often falls to others (usually the local Treasurer) to 

implement that information for developing the tax bills.  It goes without saying that on occasion the 

Treasurer will input the wrong information and levy an incorrect amount.  While this is almost always 

outside the Directors scope of responsibility it is also true that when these errors occur, it is the Director 

that many will look to for rectifying the situation.  To that end, below are some things the Director may 

wish to consider if they find themselves in this situation.  It should be noted that the solutions 

mentioned below do not cover errors in computing the MRF, there is a different process for that. 

If the error occurred recently (current bills or 1 year prior): 

• These errors must be addressed at the upcoming July or December Board of Review as a 

Qualified Error.  MCL 211.53b(10) defines a qualified error to, among other things, include the 

following:  

‘A clerical error relative to the correct assessment figures, the rate of taxation, or the 

mathematical computation relating to the assessing of taxes’.   

• In practice this often means the BOR will note in the minutes that they approved the correction 

of the millage rate from x to y, and this authorizes the treasurer to fix the millage rate. 

• If the error occurred on the Summer Tax bill the treasurer has a couple options: 

o If the levy was a 50/50 millage (i.e. half levied in the summer billing, half levied in the 

winter) they may find it best to simply levy the difference between what was levied and 

what should have been levied on the subsequent (Winter) tax bill.  

o If the levy was a 100% Summer collection and resulted in overbilling, the Treasurer will 

have to reach out to BSA and run a utility to uncommit their committed tax roll.  This 

will enable the treasure to correct the incorrect levy, then recommit, and rebill or 

refund. 

o If the levy was a 100% Summer collection and resulted in underbilling, the Treasurer 

may have the option to levy the shortage on a subsequent winter tax bill.  If not, they 

will have to uncommit, correct, recommit, and rebill. 

• If the error occurred on the Winter Tax bill the treasurer will have to work with BSA to 

uncommit, correct, recommit, and rebill. 

• If the error occurred in a prior year (i.e. after settlement with the County) the County treasurer 

will then be responsible to uncommit, correct, recommit, and rebill.  

• It may be worth noting that if there are any objections to levying the difference between an 

approved millage rate and actual levy, it is to be taken to the MTT.  The objections are handled 

individually and not in mass. 

• If the error occurred in the taxpayers’ favor, depending on the amount difference between the 

correct levy rate and what was actually levied, the local unit will often find it more costly to fix 

the error than to proceed without the additional tax revenue.  If this is the case the levying 
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institution can choose to do nothing.  If the error is in the favor of the levying institution (i.e. too 

much was collected), then ‘doing nothing’ is politically untenable and the situation should be 

corrected regardless of the cost to correct.  

If the error did not occur recently (current bills or 1 year prior), but within 3 years of date of payment: 

• In this situation the local Board of Review no longer has authority over Qualified Errors under 

MCL 211.53b and the error must be corrected through the Tax Tribunal under MCL 211.53a.  

This section states:  

‘Any taxpayer who is assessed and pays taxes in excess of the correct and lawful amount due 

because of a clerical error or mutual mistake of fact made by the assessing officer and the 

taxpayer may recover the excess so paid, without interest, if suit is commenced within 3 

years from the date of payment, notwithstanding that the payment was not made under 

protest.’ 

• In this situation, ‘Stipulations for Entry of Consent Judgment 211.53a’ forms (see form on MTT 

website) can be filed in the small claims division of the Tribunal (i.e. no petition need be filed) so 

long as each taxpayer signs and returns the stipulation for filing.  If the levy error occurred on a 

small amount of tax bills, this is a feasible option.  If the error occurred unit wide, this could be 

extremely difficult to administer and extremely costly as well (i.e. a filing fee is charged for EACH 

stipulation filed).  Further, jurisdictions who find themselves in this situation often find they are 

unprepared to handle the volume and complexity of the stipulations and the political 

environment soured such that they turn the entire matter over to Council – which again adds to 

the cost. 

• It should also be mentioned that in some of these instances the County Treasurer will already 

have collected and forwarded to the State Treasurer the school operating millage and the State 

Education Tax.  If these levies were affected, please see ‘Letter 1994-20 SET Overpayment to 

County or State Treasurer’ for guidance. 
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ACT 425 of 1984 
Brian Busscher 

Act 425 Agreements, also referred to as Conditional Land Use Transfer Agreements, were developed as 

an economic development tool to aid communities in growth in situations where jurisdictional 

boundaries were a hinderance to growth.  This Act allowed jurisdictions the flexibility to transfer parcels 

from one jurisdiction to another for a fixed amount of time (Not to exceed 50 years) rather than 

permanently annexing or detaching the parcels.   

While the concept and intentions are not bad, unfortunately these agreements can be troublesome for 

assessors to administer.  The reason for this is the law was extremely vague in how the tax component 

to these agreements should be handled and essentially left it up to the involved parties to negotiate a 

way to handle the taxes.  Below is the pertinent section that instructs the handling of taxes: 

124.27(7)b …The manner and extent to which the taxes and other revenues are shared shall be 

specifically provided for in the contract. 
  

This flexibility means that each 425 Agreement may be different from the next in terms of how the taxes 

will be handled.  Below are ways communities have opted to administer them, but this is not an 

exhaustive list. 

Option 1:  Most Common and recommended method 

The ‘giving’ jurisdiction is the township and the ‘receiving’ jurisdiction is the City.  In this scenario the 

township (with the lower millage rate) ‘gives’ a parcel(s) to the City (with a higher millage rate) and the 

City in return cuts a check to the Township for an agreed upon amount.  This could be a specified dollar 

amount per year but is more typically an agreed upon millage rate (i.e. 2 mills, etc.). 

Assessors in this situation will likely find it best to designate these parcels using the ‘Tax Info’ tab in BSA 

and selecting the ‘Act 425 Agreement’ option. 

Option 2:  Staggered Annexation method 

The ‘giving’ jurisdiction is the township and the ‘receiving’ jurisdiction is the City.  In this scenario the 

township (with the lower millage rate) ‘gives’ a parcel(s) to the City (with a higher millage rate).  The City 

levies the lower township millage rate and reimburses the township on these parcels until a trigger 

event occurs (sale of property, development, etc.) at which point the city levies the City millage rate and 

the township receives nothing.  The intent is that the taxpayers at the time of the signing of the 

Agreement notice no difference in taxes and at the culmination of the agreement (50+years later) all 

parcels are being taxed by the City and an official annexation can occur.   

Assessors in this situation may find it desirable to designate these parcels using a separate school 

district.  This will require working with the State and standards committee to approve new codes – one 

for the township millage rate, and another for the City millage rate.  Alternatively, the Act 425 parcels 

could be tracked using a different field (user alpha, etc.) and using the ‘Tax Info’ tab in BSA and selecting 

the ‘Act 425 Agreement’ option for parcels levied the lower township rate and simply using the standard 

City rate for the other parcels. 
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Option 3: Less Common, and not recommended method 

The ‘giving’ jurisdiction is the City (with the higher millage rate) and the ‘receiving’ jurisdiction is the 

township (with the lower millage rate).  In this scenario the City (with the higher millage rate) ‘gives’ a 

parcel(s) to the Township (with the lower millage rate) and the Township in return agrees to levy the 

Cities millage rate on the parcels and reimburse the amount to the City. The reason this method is not 

recommended is it requires the Treasurer to set up and maintain an additional millage table in their 

software just for the Act 425 parcels.  This can also cause some tension between the Treasurers because 

the levying Treasurer is dependent upon the non-levying Treasurer for the millage information to bill. 

Assessors in this situation will likely find it best to designate these parcels using the ‘Tax Info’ tab in BSA 

and selecting the ‘Act 425 Agreement’ option.   Equalization Directors find this method distasteful as the   

Agreement parcel at the city millage rates are subject to all millage rollbacks and therefore the 

Equalization Director is required to account for the Act 425 parcels separately on the 4025, 4028, and 

4034 – almost as though they were a separate jurisdiction. 

Additional Considerations: 

One item of concern is record keeping.  Some jurisdictions that entered into these agreements decades 

ago have failed to accurately identify which parcels are included in the agreement.  This leads to 

situations where properties are thought to be in a given jurisdiction, when in fact they are not. 

One additional potential complication is that these parcels are often in development rich locations 

which often lead to additional incentives like IFT’s, CFT’s, and so forth.  In these instances, the assessor 

(and treasurer) may need to duplicate all their efforts regardless of the option used above. 

Mapping can also be problematic these parcels as they are not officially annexed/detached, they are 

simply treated as though they were.  Many jurisdictions rely on jurisdictional boundary maps for 

Emergency services and other service related functions.  These maps, when drawn according to the 

actual jurisdiction boundary don’t include the 425 parcels that they may in fact be responsible for 

serving.  Some jurisdictions have found it easier to label the parcels as though they were 

annexed/detached (In BSA, this means changing the ‘Gov unit’ and ‘Taxing Unit’ fields).  Of course, this 

makes the maps functional, but inaccurate. 
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Non-STATUTORY DUTIES 

 
Many county equalization departments preform non-statutory functions that are assigned 
by the county management.  Some of these duties are preformed on a contractual basis, 
others are determined by the county and made part of the functions and job descriptions 
of the Equalization Department. Some of these functions include: 
 

• Maintenance of the assessment rolls for local units 
This trend started before the computer age. Before PCs were available with CAMA 
software (late 1980’s early 1990’s), many counties had “mainframe” programs that 
were used to perform the equalization function at the county level. This system 
utilized hand data entry for values as well as names and addresses.  While this 
archaic way of processing data isn’t used anymore, many counties still contract 
with the local townships to provide this service.  Those contracts include some of 
the functions: 

o Name maintenance  
o Current mailing address maintenance 
o Legal description maintenance 

 

• Preparing tax rolls & tax roll databases for local units 
While this often coincides with a maintenance contract, it doesn’t always.  This 
function often goes along with the printing and/or organizing the printing of tax bills.   
 

• Printing or coordinating printing 
Some counties provide contract printing services or coordinate bulk printing.  
Coordinating printing can be a cost savings for the local units. This may or may not 
coincide with a maintenance contract, however with technology today, 
coordinating the printing with an outside contractor is as easy as emailing a PDF 
file. Printing contracts include: 

o Assessment Change Notices 
o Tax Bills  
o Township/city newsletters 
o Personal Property Statements 

 

• Splits and Combos, Land Divisions 
Splits or Combos are discovered in 2 different ways; during the deed processing 
when a description does not match a description on the roll or by an application 
completed by the taxpayer.  Either way, it is ultimately the assessor’s responsibility 
to make sure all descriptions on the assessment and tax rolls are accurate.  Each 
county may have different procedures; however it is important that the Equalization 
Department and the local assessors have a clear process as to how splits and 
combos are completed within their county.  Some Equalization Departments 
assign parcel numbers and create new legal descriptions, while others are notified 
by the assessor.   
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• Mapping/GIS 
Maps are an integral part of assessment administration. While tax maps are the 
responsibility of the assessor (MCL 211.10e), the mapping function in many 
counties is done by the Equalization Department. Many counties prepare land 
value maps, ECF maps, sales maps, etc. for the local units.     
 

• House numbering/addressing 
Some Equalization departments assign and maintain the Property addressing 
system for County. This process may include not only assigning all of the property 
addresses for existing parcels before a new building can be built, but also 
assigning road names, as needed, for any new developments in the county. 

 

• Tax Clearance – for County Treasurer 
MCL 211.135 requires that the Treasurer’s Office certifies that all delinquent taxes 
are paid for every warranty deed that is recorded in the Register of Deeds Office.  
In some Counties, the Equalization Department completes some or all of this 
function.   

 

• Damage Assessment 
Under the authority of the Michigan Emergency Management Act (Public Act 390 
of 1976, as amended), each county is required to appoint an emergency 
management coordinator.  Emergency management coordinators have 
responsibilities that include planning for hazard mitigation, preparedness, 
response and recovery in local communities.  

 
Damage Assessment is a preliminary onsite evaluation of damage or loss caused 
by an accident or natural event. Damage assessments record the extent of 
damage, what can be replaced, restored or salvaged. It may also estimate the time 
required for repair, replacement and recovery.  Damage assessment is an integral 
part of facilitating effective and efficient response by government agencies and 
other organizations 

 
In most counties, the Equalization Director (and department) is responsible for the 
Damage Assessment function. 

 

• Remonumentation 
In 1990 the state legislator created a program to re-monument all section corners 
in the state and to provide for a statewide perpetuation of these corner’s 
positions.  ACT 345 of 1990 was passed allowing for each county to apply for an 
annual state grant for the perpetuation of the county’s section corners.  This grant 
is funded by a portion of the recording fees for documents recorded at the Register 
of Deeds in each county to remark these historic markers. 
 

http://legislature.mi.gov/doc.aspx?mcl-Act-345-of-1990
http://cms.allegancounty.org/sites/Office/SitePages/ROD.aspx
http://cms.allegancounty.org/sites/Office/SitePages/ROD.aspx
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Each county has a County Representative and Grant Administrator that reports to 
the state.  They oversee this plan at the county level.  

 

• Database hosting  
Depending on the size and makeup of the county, the Equalization Department 
through the county IT department may host databases for the local units.  This 
could include the CAMA software, sketching software, ortho imagery, etc. 

 

• Contract Assessing 
Some Equalization Departments contract with local townships/cities as the 
assessor of record.   
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EQUALIZATION AND ASSESSING FUNCTION 

Managing dual functions in the same office 
Brian Busscher 

 
In MCL 211.34 (3) the County board of Commissioners are charged with maintaining an 
Equalization Department with the purpose of surveying and equalization of assessments.  
While this is certainly the primary purpose of the department, the responsibilities of 
Equalization departments have expanded, often greatly, to include many functions not 
specifically assigned by Michigan Law.  These functions can include address assignment, 
printing tax bills, deed legal description reviews, and a whole host of other functions that 
over time have found their way into Equalization departments.  
 
One additional function finding its way into many Equalization departments is that of local 
unit assessing.  While Equalization departments performing local unit assessing may 
seem like a logical fit, it can also produce some challenges that an Equalization Director 
should be mindful of. 
 
The legislature has provided for a multi-tiered system of assessment administration with 
each tier handling their own responsibilities while still related to the other tiers.  Local unit 
assessing is the first tier in this system and provides the most basic, “boots-on-the-
ground” level of assessment administration.  Among the many responsibilities of an 
assessor, the primary role is placing assessments on all properties within their jurisdiction.  
The County Equalization department provides the second tier of assessment 
administration by surveying or auditing assessment rolls to ensure equalization of 
assessments.  The final tier of assessment administration is that of State Equalization 
and provides a similar level of oversight over County Equalization.  With each level 
performing their respective roles, there is a built-in system of checks and balances that 
ensures fairness and equity of assessments.  When a County Equalization department 
performs both functions of assessing and equalization of assessments, care should be 
taken to maintain this system of checks and balances.  Said another way, just because 
the County Equalization department is also performing the assessing function that does 
not negate the need for separation of duties. 
 
One way some Equalization departments have chosen to maintain this balance is through 
separation of duties with personnel.  In this situation, the two functions of assessing and 
equalization are handled by different staff persons within the same department.  The 
assessing staff member or team will perform the functions of the assessor, while the 
equalization staff member or team will perform the functions of equalization.  Both 
persons or teams will, of course, still report to the Equalization director, but the separation 
of the dual functions of the department is still maintained.  In smaller Equalization 
departments staff size may prohibit the ability to separate staff for different functions.  In 
these situations, the same staff member could do both functions, but steps should be 
taken to keep the processes separate. 
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Dual functionality is going to vary office by office.  Some may choose to keep the teams 
entirely separate by geographic location, while others may choose to have the teams 
working side-by-side.  It should be noted that keeping the dual functions separate does 
not mean the teams cannot combine efforts in some situations.  For example, both teams 
will need to develop their own land values and ECF determinations; the equalization team 
for the appraisal studies and the assessing team for the assessment roll.  The sales data 
used for those determinations, however, can be reviewed by the same clerk and entered 
into the CAMA system for use by both teams.  Similarly, the data for names and 
addresses is useful for both teams and can be entered by the same clerk for mutual 
benefit.   
 
Other duties between the teams should be combined when it is practical to do so.  For 
example, the equalization team reviews a sample of the parcels for the equalization 
studies.  The raw data (building size, height, etc.) gathered during those visits can also 
be used by the assessing team in keeping the assessment roll up to date and perhaps 
count towards the 20% parcel review conducted by the assessing team.  One site 
inspection can be performed, but it may be used for dual purposes.  Further efficiencies 
can be gained within a department by helping with balancing the workload.  For example, 
many assessing offices find it difficult to process all the Personal Property Statements in 
time for Change Notices to be mailed.  This time crunch can be eased by pulling resources 
from the equalization team to assist with the data entry. 
 
One additional consideration that Equalization Directors should be mindful of is ensuring 
that units, regardless of whether they are assessed in-house or by the local jurisdiction, 
are all treated fairly.  If a special consideration would not be granted to a local unit 
assessor, then it should not be granted to the roll assessed by the Equalization 
department either.   Whether sales study or appraisal study, the indicated ratios should 
be the same regardless of who is assessing the jurisdiction. 
 
Managing dual functions within an Equalization office presents both challenges and 
opportunities.  Certainly, some efficiencies can be gained and duplication of efforts that 
sometimes occur between Townships and Counties can be more easily avoided.  Each 
Director will have to review the resources available to them and structure the department 
accordingly.  While there is no singular right way to manage the dual functionality, if care 
is taken to preserve the separation of duties and the integrity of the multi-tiered system is 
maintained, then a successful outcome can be assured. 
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DATABASE MANAGEMENT FOR COUNTY EQUALIZATION 
(Various Authors) 

There are a variety of different data management approaches to conducting annual 
County Equalization studies. Some counties opt to utilize multiple databases, separating 
appraisal data into individual databases by class, devoting a database solely to managing 
sales and ECF development, or utilizing a mixture of databases and spreadsheets to 
conduct analysis. 
 
Single Database – (Laurie Spencer)  
We argue below that the best approach for data management for the County Equalization 
process is through the use of a single database in which the data to support appraisal, 
sale, land value, and ECF studies are centralized and from which all “L-Forms” flow. 
 
There are a variety of reasons to centralize all workflows related to the County 
Equalization process in a single database. First, this centralization avoids unnecessary 
duplication. Sales information, ECF neighborhoods and land tables all need only to be 
entered into a single database. Under a multiple database system, one staff member 
could enter a date of sale from a PTA while another staff member, working in a separate 
database, could enter a date of sale from a deed. Even if these two databases were 
merged, two sales would be created, as both sales could have different sale dates. 
Likewise, multiple database management requires care to ensure that ECFs and other 
multipliers are input exactly the same in each database. These sort of duplication errors 
are avoided with a single database system reducing the possibility of input errors and 
improving efficiency.  
 
Second, all supporting systems (web, GIS, aerial imagery) are linked to a single database. 
In the case of web-based property search systems linked directly to an Assessing .NET 
database, changes to a single database are immediately presented on the web.  
 
Third, using a single database ensures that there is a consistent flow of information from 
one form to the next (L-4014, L-4015, L-4015A, L-4017/L-4047, L-4018, L-4022, L-4024, 
L-4028, L-4028IC, etc.). This allows all form data to flow smoothly into the State Tax 
Commission’s eFile site without manual entry being required. Management of multiple 
reports from multiple databases could, for example, result in individual L-4018s not 
matching the countywide L-4018, or incorrectly inputting line 3 or line 5 on the L-4023. 
 
Fourth, updates from BS&A only need to be implemented in a single database. In addition, 
data accuracy tasks such as writing floating values, aging/renewing improvements, and 
updating physical characteristics only need to be run in a single database. Similarly, links 
to other BS&A systems such as Building Department .NET or Tax .NET only needs to be 
established at rollover for a single database. 
 
Fifth, multiple database use often necessitates the use of spreadsheets that need to be 
merged or otherwise managed. This can produce rounding or truncation errors when the 
spreadsheet and the database are rounding differently. Links or formulas within 
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databases can be broken. Errors of this sort are often not only difficult to detect and may 
go unnoticed, but they can also be difficult to fix once identified. Errors within 
spreadsheets can often propagate through time as spreadsheets are “cleared” for a given 
year and re-used for the next year. Copying cells, deleting previous year values, updating 
headers, establishing current year links, and manually entering values turned in by 
County, Village, Township (CVT) units is frequently time consuming and invites many 
opportunities for errors to occur. Additionally, STC forms can and often do change.  BS&A 
updates the new form in their CAMA system.  If a spreadsheet is used it may not get 
updated or may not have the correct years or adjustment modifiers because of the new 
changes. 
 
Sixth, while the finalized reports/data distributed to both assessors and the State Tax 
Commission represent the end product of the County Equalization process, having a 
single database allows for methodological consistency when it becomes necessary to 
reproduce a given report or data. To put it another way, having a single database from 
which all documentation flows allows a Department to more easily “show its work” since 
all of the final values are stored in a single database rather than multiple disconnected, 
independent databases. The final database is also important for balancing purposes and 
is the only one needing to be rolled over for the next year’s study.  This process is 
important because a class could change, or a parcel could be retired or combined. 
 
Seventh, for those counties that do database maintenance for the local units, it is much 
easier when it is being done in one database.  Some counties can download deeds from 
the Register of Deeds into BS&A, directly into one database saving time and duplicate 
data entry. Or they can download building permits from Construction Codes, allowing 
audits on new construction and the proper posting for Headlee. There can be consistency 
with name, address, legal description, sales, etc., in one database. These counties will 
present one database to use as a public viewer.  They also prepare tax bills, assessment 
change notices, personal property statements, etc., from one database. 
 
Eighth and lastly, there are new and exciting technologies on the horizon, such as 
machine learning that would require one database. For many local, city, and county 
governments, property taxes are the primary source of revenue. For homeowners, 
property taxes can be one the biggest expenses. Accurate assessments of property 
values are key to guaranteeing that property owners are paying their fair share and benefit 
both taxpayers and their community. Machine learning is the scientific study of algorithms 
and statistical models that computer systems use to perform a specific task without using 
explicit instructions, relying on patterns, and inference instead. It is seen as a subset of 
artificial intelligence. Machine Learning in one database would allow a County to build a 
statistical model to estimate the value of a homeowner’s property.  The model can look 
at over 100 variables and can learn which variables have the most impact on the price of 
a home. The model can also find similar homes across neighborhoods, helping generate 
more accurate estimates for houses, even in areas where not many properties are being 
sold. The data-driven approach to property assessment can be beneficial to both 
taxpayers and the county. 
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In summary, single database management for the County Equalization process avoids 
many pitfalls of using multiple databases, such as duplication, user input errors, and 
disjointed information flow. Utilizing a single database improves efficiency by only 
requiring links to ancillary systems (GIS, other BS&A systems) to be established once 
and avoids the potential for errors in entering ECFs, land values and other multipliers. 
The County Equalization process is characterized by the movement of data from one form 
to the next to provide an overview of the overall process in large. Management of this 
process in a single database facilitates rather than disrupts this flow and ensures that a 
department simply reproduces their final results. In the end, which data management 
system to use (single, multiple or hybrid) is a choice that requires professional knowledge 
of the county unit and its eccentricities, and no single data management model may 
adequately address every issue.  
 
Two Databases – (Tony Meyaard) 
What is the theory behind using two databases?  One database is used to conduct all the 
Equalization studies out of while the other database is used to track sale information.  So 
really a better title for this section would be “Benefits of maintaining a separate sale 
database”.   
 
The biggest reason for maintaining a separate database for sales is to ensure the 
attributes of the parcels/sales are not overwritten.  So, it essentially freezes the parcel 
attributes to the time of sale.  Using an example of a commercial sale that could be used 
in the commercial appraisal study and also used as a commercial ECF indicator will offer 
an example of why it is helpful to utilize a sale database. 
 
Looking at the 2020 - 2021 equalization study, parcel attributes for the appraisal study 
should be as they were on December 31, 2019.  However, sales for the same study period 
to be used in land value and ECF calculations would be considered from April 1, 2018 to 
March 31, 2020. 
 
First, consider the parcel as it was at the time of sale with a sale date of February 21, 
2019.  On the sale date, the parcel suffered from significate forms of physical deterioration 
and was determined to be 55% good which would need to be reflected when calculating 
the ECF.   
 
Second, consider using this parcel in the appraisal study.  Shortly after the sale, the new 
owner remodeled the property to fit their needs and brought the physical deterioration up 
to 85% good.  These improvements were completed on September 20, 2019.  Because 
Tax Day for 2020 is December 31, 2019, the parcel attributes for the appraisal study 
should reflect it being 85% good.  However, at the time of sale the parcel was only 55% 
good.  So if we were to reflect the 85% good in the database and update our physical 
characteristics on the sales to run an ECF analysis, the physical percent good would not 
reflect the parcel at the time of sale and our ECF calculations would be inaccurate. 
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This is the reason for maintaining a second sale database.  Using the sale database, we 
can enter the parcel as it was at the time of sale noting a physical percent good 55%.  
This information will not change from this point forward.  This will also allow the user to 
update the parcel each year with the new County Multipliers and land values when 
calculating next year’s ECF.  While the parcel attributes in the sale database have now 
been preserved, this also allows the user to update the parcel attributes in the equalization 
study database to whatever they should be as of Tax Day.  In this example 85% good. 
 
Hybrid Databases – (Brian Busscher)  
Some Counties perform functions beyond the statutory requirements of an Equalization 
Department and therefore the amount of databases to perform the functions may differ.  
If your county performs assessing on behalf of  your local municipalities, for example, you 
will likely have a database for each municipality assessed.  Some users who assess 
multiple jurisdictions may decide to merge multiple municipalities databases into one, but 
this can be cumbersome depending on the size of the units, the amount of tables in the 
databases, and uniformity data between the municipalities. 
 
Another consideration are databases that are used for a short-term or temporary basis.  
For counties that audit assessment rolls prior to March Board of Review, for example, 
keeping a municipalities database separate from your county database may be beneficial 
until the roll is audited.  This will allow the auditor to identify potential problems prior to 
importing into the County database and avoid importing undesirable data.   
 
A second example of a database used for a temporary basis is when analyzing data for 
use in land value and ECF studies.  While it certainly is not necessary to use a second 
database, some users may find it beneficial to make a copy of the original database in 
order to do more in-depth analysis that requires making sweeping changes to the data.  
If the user later finds the sweeping changes not beneficial, they can simply scrap the 
temporary database and the original data remains unchanged.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 

NETWORK STRUCTURE 
Tony Meyaard 
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Below is an example how to organize an equalization department’s file structure on a 
network. 
 
All files are saved by year and then by function or report.  Using the 2019 for 2020 
Equalization cycle as an example the main folder would be labeled 2019 – 2020 as seen 
below. 

 
Then with the “year” folder, individual folders are set up by function or report as seen 
below. 
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Within each of these subfolders individual files or additional subfolders can be stored as 
needed as seen below in the “4015” folder. 

 
As seen above, in the “4015” folder are subfolders for property classification.  So the 
individual 4015 files for the Commercial class are located in the “Com” folder as seen 
below. 

 
This process is used for each report or function that occurs annually within the 
department.  This allows the user to easily find any given report for any given year quickly 
and easily. 
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State Tax Commission 
Requirements of the Equalization Director 

 
The Equalization process is vital to guaranteeing that properties are assessed at 50% of market 
value as is required by Article IX, Section 3 of the Michigan Constitution of 1963.  County 
Equalization serves as a check on assessments determined at the local level, ensuring they are fair 
and equitable across the County. 
 
The responsibilities of County Equalization rest primarily with each County’s Board of 
Commissioners.  Recognizing the technical and difficult nature of equalization duties, the State, 
through the General Property Tax Act, requires each County to employ a certified Equalization 
Director to assist and advise the Board in fulfilling their duties. 
 
In addition to the general purpose of ensuring fair and equitable assessments, statutory 
requirements of County Equalization include the collection and analysis of sales data, providing 
assessment assistance to local units, and providing the State Tax Commission with annual reports. 
 
The purpose of this document is to provide County officials with information regarding the 
statutory and State Tax Commission guidelines for County Equalization.  The policies can be 
found in the General Property Tax Act of 1893, as amended and State Tax Commission rules and 
publications. 
 
BASIC REQUIREMENTS 
 
Each County must establish a Department of Equalization and appoint a Director of that 
department.  R 209.41 (1), MCL 211.34 (3)  

 
The Director of the Equalization Department is to be appointed by and serve the County Board of 
Commissioners. MCL 211.10d (11)  
 
The Director of the Equalization Department must be certified by the State Tax Commission at the 
level required by the State Tax Commission.  MCL 211.10d (11) 
 
Two or more Counties may jointly establish a shared Equalization Department.  Any joint 
Equalization Department must assist the Boards of Commissioners of each County in meeting the 
requirements of the General Property Tax Act and State Tax Commission rules and policy.  MCL 
211.34b 
 
ANNUAL DEADLINES 
 
By the third Monday in February, the Equalization Director must publish a statement showing 
the tentative recommended equalization ratios and estimated multipliers necessary to compute 
individual state equalized value of real and personal property for each classification in each local 
unit. MCL 211.34a (1) 
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By the Wednesday following first Monday in April or the tenth day after adjournment of the 
March Board of Review which ever occurs first the Equalization Director must receive the 
completed assessment roll from each local unit of government.  MCL 211.30 (6) 
 
By the second Monday in April, the Equalization Director must prepare a report that 
recommends the equalized value of each class of real and personal property for each local unit and 
present it to the County board of Commissioners.  R 209.41 (6) 
 
By the third Monday in April, the Equalization Director must file form L-4023, reporting the 
final recommended state equalized values for each class, with the State Tax Commission for each 
local unit.  R 209.41 (6),  MCL 211.150(4) 
 
By the first Monday in May, Deadline to file official County Board of Commissioners report of 
County Equalization (L-4024) with the STC. R 209.52(5) 
 
By the first Monday in May, the Equalization Director must compute these amounts and the 
current and immediately preceding year's taxable values for each classification of property that is 
for each unit of local government in the County.  This must be filed with the State Tax 
Commission.    R 209.5(2)  MCL 211.34d (2) 
 
By the first Monday in June, the Equalization Director must deliver the statement of the 
computations to the county treasurer.  The county equalization director must also calculate the 
millage reduction fraction for each unit of local government in the county for the current year.  
MCL 211.34d (3) 
 
By the fourth Monday in June, the Equalization Director must report all of the following to the 
State Tax Commission:  MCL 211.27d 
 

(a) Total taxable value of all property in the county as of the fourth Monday in May. 
 

(b) Total taxable value for each classification of real and personal property. 
 

(c) Total taxable value of all property in the county that receives a principal residence 
exemption or qualified agricultural property exemption. 
 
(d) Total taxable value of all property in the county for which a principal residence exemption 
or a qualified agricultural property exemption has not been granted. 

 
By June 30, the Equalization Director shall file an interim status report with the State Tax 
Commission. R 209.41 (4) 
 
By November 1, the Equalization Director must deliver the year’s sales studies to the State Tax 
Commission. 
 
By October 31st, the Equalization Director submits apportionment (L-4402) to the STC. MCL 
211.37 and 207.12 
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By December 1, the Equalization Director must report equalization studies to the assessors in each 
township and city. 
 
By December 31, the Equalization Director shall prepare and submit one copy of the equalization 
study to the County Board of Commissions and another to the State Tax Commission.  R 209.41 
(5) 
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REV 08/22/2023 

COUNTY EQUALIZATION ESSENTIAL DUTIES CHECKLIST 
A Recommendation of Best Business Practices 

 
This Equalization Checklist is provided as a model of best practices to assist County 
Equalization Departments in maintaining compliance with equalization requirements 
as found in the General Property Tax Act of 1893, as amended, and State Tax 
Commission General Rules and publications. Some dates presented are prior to the 
statutory due date as a best business practice recommendation. 

“…reports filed shall be on forms prescribed by, and in accordance with 
instructions furnished by, the commission.” R 209.41(3) 

JANUARY 
 

Tentative Equalization Ratios and Estimated Multipliers  
 Prepare tentative equalization ratios and estimated multipliers to meet publishing 

deadline of the third Monday in February. 
 

Land Value Analysis, Economic Condition Factor (ECF) Analysis & Appraisal Studies 
 Between January and April plan the land value analysis, ECF analysis, and 

appraisal studies. 
 After database rollover, commence parcel selection for upcoming appraisal studies 

in all classes where there may not be enough sales to conduct a sales ratio study. 
 Mark parcels in the CAMA program for reporting on Form 5571 (L-4014a) 

Preliminary Appraisal Study Listing. 
Note: Form 4504 (L-4015a) Appraisal Study Listing is often not marked until the 
parcel valuation process is complete. This is done for internal reporting purposes 
and monitoring of appraisal studies.  
Note: Check marking for Form 5571 (L-4014a) Preliminary Appraisal Study Listing 
and Form 4504 (L-4015a) Appraisal Study Listing use in the CAMA software should 
not be done until the database has been rolled over because the rollover process 
removes the checkmarks. 

 
FEBRUARY 
 

Pre-March Board of Review Audits 
 Conduct Pre-March Board of Review audits for each local unit of government. 

 
Tentative Equalization Ratios and Estimated Multipliers 
 On or before the third Monday in February – Publish tentative equalization ratios and 

estimated multipliers (MCL 211.34a(1)) and upload to the filing cabinet in MEG. 
 

MARCH 
 

Personal Property Review 
 Perform record verification on sampling of current year local unit Personal Property 

statements in anticipation of the December 1st and December 31st study reporting 
deadlines. 
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ESA Reporting 
 March 31 – Report to the Department of Treasury any corrected 20xx commercial 

personal property and industrial personal property taxable values on Form 5651 
Correction of 20xx Personal Property Taxable Values Used for the 20xx Personal 
Property Tax Reimbursement Calculation. The 20xx taxable value of commercial 
personal property and industrial personal property shall be the taxable value on May 
10, 20xx. (MCL 123.1358(5)) 

 
APRIL  
  

Land Value Analysis, ECF Analysis & Appraisal Studies 
 Commence selection of parcels for use in Land Value (LV) Analysis. 
 Commence selection of parcels for use in Economic Condition Factor (ECF) 

Analysis.  
 Finalize picking of appraisal parcels to use in study. 
 Begin field work. 
 After database rollover, check the “Selected for Study” checkmark for all selected 

appraisal parcels in the CAMA program for reporting on Form 5571 (L-4014a) 
Preliminary Appraisal Study Listing. 
 

Equalization Process 
 Conduct Post-March Board of Review audits for each local unit of government. 
 Wednesday Following First Monday in April, or the tenth day after adjournment of 

the March Board of Review, whichever comes first - receive the completed 
assessment roll and database, including Form 606 (L-4021) Assessment Roll 
Changes Worksheet from each local unit of government. 

 Review and approve Form 607 (L-4022) Report of Assessment Roll Changes and 
Classification in MEG. 

 On or Before Second Monday in April – Present Form 608 (L-4024) Personal and 
Real Property Totals recommending the equalized value of each class of real and 
personal property for each local unit to the County Board of Commissioners. (R 
209.41 (6)) 

 Tuesday Following Second Monday in April – The Board of Commissioners meet in 
session to equalize the assessment rolls. County Equalization must be completed 
before the first Monday in May. (MCL 209.5 and MCL 211.34 (1)) 

 Not Later Than the Third Monday in April – Upload in MEG, Form 2164 (L-4023) 
Analysis for Equalized Valuations for each local unit. (R 209.41 (6)) 

Taxable Values 
 Not later than the Third Monday in April – Upload Form 4626, Assessing Officer’s 

Report of Taxable Values as of State Equalization in May, for each unit in the county 
to the Michigan Department of Treasury State Equalization e-filing System. (MCL 
207.12) (The values reported will be the projected taxable values as of the fourth 
Monday in May, Final State Equalization.) 
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MAY 
 

Land Value Analysis, ECF Analysis & Appraisal Studies 
 Continue with field review of parcels to be utilized in Land Value (LV) Analysis. 
 Continue with field review of appraisal parcels to be utilized in Economic 

Condition Factor (ECF) Analysis. 
 Begin reconciliation process with local units for 2-year sale studies by uploading in 

MEG preliminary Form 4618 (L-4015) Sales Study List for each local unit with sales 
that occurred from April 1 of 2 years prior through March 31 of the current year. Use 
CAMA data standards when coding sales. 

 Analyze sales for use in Land Value (LV) and Economic Condition Factor (ECF) 
analyses. Sales utilized in Land Value and ECF Analysis should be mapped, and field 
inspected. 
 

Millage Reduction Fraction Calculations 
 On or Before the First Monday in May – Receive STC Form 609 (L-4025) Report of 

Taxable Valuations Including Additions, Losses, and Totals as Approved by the 
Board of Review, to be used in “Headlee” calculations. (MCL 211.34d(2))  

 Compute and provide to local taxing authorities Form 2166 (L-4034) Millage Reduction 
Fraction Calculations Worksheet if part of your procedures. 

 Compute Form 612 (L-4028) Millage Reduction Fraction Computation and provide 
form to adjoining counties for use on Form 613 (L-4028IC) Complete Millage 
Reduction Fraction Computation. (MCL 211.34d(3) and 211.150) 
   

Equalization Process  
 County Equalization 

Before the First Monday in May – The County Board of Commissioners shall 
complete County Equalization. (MCL 209.5 and MCL 211.34 (1)) In MEG, submit 
Form 608 (L-4024), Personal and Real Property Totals, Official County Board of 
Commissioners Report of County Equalization and upload a signed copy to the filing 
cabinet. (MCL 211.34d) 
 

 Preliminary State Equalization 
Second Monday in May – The State Tax Commission shall meet for the purposes of 
Preliminary State Equalization giving any county with concerns the opportunity to attend. 
(R 209.43 (1)) (Counties under a corrective plan prescribed by the STC will be required to 
attend if the Corrective Plan requires attendance.)  
 

 Final State Equalization 
Fourth Monday in May - The State Tax Commission shall meet for the purposes of Final 
State Equalization giving any county with concerns the opportunity to attend. (R 209.43 
(7)) (Counties under a corrective plan prescribed by the STC will be required to attend if 
the Corrective Plan requires attendance.) 
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Personal Property 
 On or Before May 31 – Report the current year taxable value of commercial personal 

property and industrial personal property for each municipality in the county on the 
Personal Property Summary Report (PPSR) to the Department of Treasury. The 
current year taxable value of commercial personal property and industrial personal 
property shall be the taxable value on May 10 of the current year. This is an excel 
spreadsheet sent via email by Department of Treasury. MCL 123.1353(3) 

 
JUNE 
 

Land Value Analysis, ECF Analysis, Appraisal Studies & Sales Studies 

 Continue with field review of parcels to be utilized in Land Value (LV) Analysis. 
 Continue with field review of appraisal parcels used in Economic Condition Factor 

(ECF) Analysis. 
 If not already completed, upload in MEG, as determined by the County’s study plan, 

the preliminary Form 4618 (L-4015) Sales Study List, and Form 2793 (L-4017/L-
4047) 24 and 12-Month Sales Ratio Study for Determining the 20xx Starting Base, 
for each classification and each local unit, for review by the local unit assessor and 
PSD staff. 
  

Millage Reduction Fraction Computation 
 On or Before First Monday in June - File Form 612 (L-4028) Millage Reduction 

Fraction Computation and 613 (L-4028-IC) Complete Millage Reduction Fraction 
Computation with the County Treasurer and State Tax Commission (STC). (MCL 
211.34d(3) and 211.150) 
 

Personal Property Inter-County Summary Report 
 On or Before June 7 - Personal Property Inter-County Summary Report (PPSR-IC) 

is due to the Department of Treasury. This is an excel spreadsheet sent via email 
from the Department of Treasury. (MCL 123.1353(3)) 
 

Taxable Valuations 
 Fourth Monday in June – In the Michigan Department of Treasury State 

Equalization e-filing System upload and submit Form (L-4046) Taxable Valuations 
to the State Tax Commission (STC). (MCL 211.27d) 
 

Appraisal Study 
 By June 30 – Upload in MEG, Form 5571 (L-4014a) Preliminary Appraisal Study 

Listing. 
 By June 30 – Upload in MEG, Form 3689 (L-4027i) Interim Status Report. (R 209.41 

(4)) 
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JULY - AUGUST – SEPTEMBER 
 

Land Value Analysis, ECF Analysis, Appraisal Studies & Sales Studies 
 Continue with field review of appraisal parcels and parcels to be utilized in Land Value 

(LV) Analysis.  

 Continue with field review of parcels to be utilized in Economic Condition Factor 
(ECF) Analysis. 

 Upload in MEG, the reconciled/finalized revisions of Form 4618 (L-4015) Study List, 
and Form 2793 (L-4017/L-4047) 24 and 12-Month Sales Ratio Study for Determining 
the 20xx Starting Base for each classification and local unit.  

 By August 31 – If the county study plan has substantially changed, the equalization 
director shall file an amended Form 3689 (L-4027i) Interim Status Report in MEG. (R 
209.41 (4)) 

 
Apportionment Report Studies 
 Receive Form 614 (L-4029) Tax Rate Request from all taxing jurisdictions and verify 

proper millage rates and rollbacks have been applied. 
 Create Apportionment Report 

Create an apportionment report using the county login to the efile site to create form 
1020 (L-4402) Apportionment Report. Instructions are available at 
https://eequal.bsasoftware.com/Data/MillageInstructions.pdf 

 
OCTOBER 
 

Land Value Analysis, ECF Analysis & Appraisal Studies 
 Complete field review and valuation of appraisal parcels. 
 Establish Land Values (LV)’s for each classification where an appraisal study is 

being conducted. Upload to filing cabinet in MEG the land value analyses for review 
by the local unit assessors and PSD staff. 

 Establish Economic Condition Factors (ECF’s) for each classification where an 
appraisal study is being conducted. Upload to the filing cabinet in MEG the County 
ECF analyses for review by the local unit assessors and PSD staff. 

 Verify that Land Values and ECF’s have been applied as calculated in the CAMA 
software. If Land Values and ECF’s have changed since last reporting, provide 
updates to PSD and local units in MEG as applicable. 
Note: Software updates may require recalculation of Land Values and Economic 
Condition Factors and may result in changes to your studies that will then need to be 
re-communicated to your assessors and reuploaded in MEG. 

 By October 31 – If the county study plan has substantially changed, report revisions 
to Form 3689 (L-4027i) Interim Status Report in MEG. (R209.41 (4)) 
 

Apportionment Report 
 Present Form 1020 (L-4402) Statement Showing Taxable Valuations and Mills 

Apportioned to the County Board of Commissioners. (P.A. 282 of 1905), (MCL 
211.37 and MCL 207.12) 

 

https://eequal.bsasoftware.com/Data/MillageInstructions.pdf
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NOVEMBER 
 

Sales Studies and Appraisal Studies 
 By November 1 – When required by Bulletin 9 or 2017, run one-year sales studies 

on STC Forms 4618 (L-4015) Sales Study List and Form 2793 (L-4017/L-4047) 24 
and 12-Month Sales Ratio Study for Determining the 20xx Starting Base to review 
for 12-Month Sales Study use. Upload the forms in MEG and notify the local unit 
assessors and PSD staff as applicable. 

 By the end of November, complete valuation of parcels used in the appraisal studies 
for each classification in each local unit so the studies can be shared with the local 
units on or before December 1. 

 
DECEMBER 
 

Equalization Reporting 

 By December 1 – Upload in MEG, Form 4504 (L-4015a) Appraisal Study Listing for 
the local unit assessors and PSD staff to review. 

 By December 1 – Upload in MEG, Form 603 (L-4018R) Analysis for Equalized 
Valuation – Real Property and Form 602 (L-4018P) Analysis for Equalized Valuation 
– Personal Property for each local unit. 

 By December 1 – Submit in the Michigan Department of Treasury State Equalization 
e-filing System Form 1020 (L-4402) Statement Showing Taxable Valuations and Mills 
Apportioned to the STC. (MCL 211.37 and MCL 207.12) 

 By December 1 – If the sales ratio studies have been modified since November 1, upload in 
MEG new equalization studies and notify local unit assessors and PSD staff. 

 By December 15 – Reconcile with local assessors, apply any changes and perform “write 
floating values” before re-running Form 4504 (L-4015a) Appraisal Study Listing, Form 2793 (L-
4017/L-4047) 24 and 12-month Sales Ratios Study for Determining the 20xx Starting Base, Form 
603 (L-4018R) Analysis for Equalized Valuation – Real Property and Form 602 (L-4018P) 
Analysis for Equalized Valuation – Personal Property. 

 Communicate all changes that have been made to the equalization study to the local unit 
assessor and to PSD staff. Upload the revisions in MEG. 

 By December 31 – Upload final studies in MEG including STC Forms: 4618 (L-4015) 
Sales Study List, Form 4504 (L-4015a) Appraisal Study Listing, Form 2793 (L-4017/L-
4047) 24 and 12-month Sales Ratios Study for Determining the 20xx Starting Base, Form 
603 (L-4018R) Analysis for Equalized Valuations – Real Property, and 602 (L-4018P) 
Analysis for Equalized Valuations – Personal Property. Upload to filing cabinet in MEG: 
Form L-4018 County Recap, Land Value Analysis and Land Value Grid, Economic 
Condition Factor (ECF) determination and/or analysis, and Form 3215 (L-4113) – 
Certification of Equalization Study by Equalization Director to STC. (MCL 211.2, R 209.41 
(5)) 
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ADDITIONAL ITEMS TO BE CONSIDERED DURING THE ANNUAL EQUALIZATION 
CYCLE 
 

 It is important to perform “write floating values” after application of any LV or ECF in 
CAMA before running the L-4015a’s and the L-4018’s, and after any software updates. 

 Review all study analyses, forms, and any supporting documentation before submitting 
in MEG. 

 Provide, to the State’s FTP site, a database(s) back-up of sales and appraisals that 
include updated sketches, pictures, and pricing of study parcels when requested by 
PSD Staff. 

 Process deeds regularly (daily/weekly/monthly) as provided by the county Register of Deeds 
office. 

 Mail Form 635 (L-4182R) Real Property Statements (RPS) as deeds are processed. 
 Conduct field work on any sale parcels that are to be used for Land Value and ECF 

analyses. Use of aerial imagery may be beneficial but cannot be used in lieu of on-site 
inspections. 

 Net road right-of-way and county surface drains on each applicable parcel per statute 
and STC guidance. (MCL 211.7e) (1981-1982 OAG No. 6007, November 1981) 

 Use checkboxes in CAMA to utilize Form 5571 (L-4014a) Preliminary Appraisal Study 
Listing and Form 4504 (L-4015a) Appraisal Study Listing to accurately reflect the 
parcels in study and to track appraisal work. 

 Equalization studies for real property may not be estimated without prior approval of 
PSD Staff. 

 Complete all computations for rollbacks: Headlee, Truth in Assessing, Truth in County 
Equalization, and Truth in Taxation. 

 To complete the appraisal study process in a representative manner it is necessary to 
avoid reusing the same parcels from year to year whenever possible.  

 
Adopted by the STC on August 22, 2023 



Month Activity

April
*

County Equalization (MCL 209.5 (1) and 211.34 (1)), present to Board of 

Commissioners
* Send signed copies of L-4022 to STC
* eFile the L-4023 (no later than the 3rd Monday in April)
* File the signed L-4024 in office (immediately after adoption)

*
Submit 4626 for each unit in the county with the STC (no later than the third 

Monday in April)

 * Archive Database
* Roll BS&A Database for new year

*
Finalize current tax maps and print (Do testing routines in GIS for verification)

*
Immediately after Rolling create Tax Database with names, addresses, legals & 

mortgage codes (assessor duty). Let Treasurer know

*
Run L-4015 for sales from April 1st to current date and review for LV, ECF or study 

parcel
* Select parcels to Study in all classes without enough sales for a sales study
* Collect all L-4025's, run County-wide to work on L-4028
* Appraisal field work begins

May
*

eFile the L-4024 (County Equalization completed and filed with STC by first 

Monday in May)

 * L-4050 due May 24th
* L-4050ic due May 31st
* Run L-4015 for sales from April 1st to current date

*
Finish pulling samples and notify assessors for appraisal studies if not already 

completed, continue field work

*
Begin to analyze sales for Sales Ratio Studies (SRS), vacant land sales and 

Economic Condition Factors (ECF)
* Mail RPS's to sales
* Attend Preliminary and Final State Equalization
* Work on L-4028 & L4028IC if necessary

June
*

L-4027i Interim Status Report due to STC to notify them of our planned studies 

(June 30th)
* L-4014a Preliminary Appraisal Study Listing (June 30th)

*
L-4028 filed with County Treasurer & STC (on or before first Monday in June)

* Submit L-4046 to STC  (fourth Monday in June)

*
Review with assessors and finalize SRS to establish next year starting base in 

residential class for most units in the County

*
Complete all computations for rollbacks: Headlee, Truth in Assessing, Truth in 

County Equalization, Truth in Taxation by June 1
* Start Commercial, Industrial and Agricultural study field work
* Analyze and review with assessors land sales for comparable land values

*
Work with Schools, Townships, Villages and City to accomplish summer tax 

billings (assessor duty)
* PRE deadline (June 1st) - import Assessor PRE's
* Assist taxing authorities with L-4029's



Month Activity

July * Land Values Established
* JBOR Audit/Balance
* Summer Tax Billings Mailed
* Continue with Field Work and Audits
* Complete the L-4015
* Complete the L-4017
* Complete appraisals on parcels with sales for ecf purposes

August * Continue field work on appraisal studies
* Continue personal property audits/reviews
* Data entry in BS&A for appraisal studies
* Begin preparation of L-4029's
* Begin ECF Calculations

September * Email L-4029's to all taxing authorities
* Continue with field work on appraisal studies and audits
* Finalize ECF's
* Prepare and analyze all data necessary for apportionment

*
Once, land values and ECF's approved by Equalization Director enter in BS&A

October * Apportionment Report to County Board of Commissioners

*
Finalize and review with assessors equalization studies for the current year 

(Exception: 1 year SRS option)
* Send the L-4018R to the Local Assessor

November * Work with all units on December tax billings
* Run One-Year Sales Study and L-4047 and review
* Send final L-4018R and L-4018P to Local Assessors
* Send L-4047 to units that may need to use a one-year study
* L-4017 and L-4047 should be sent to PSD staff

December * Send apportionment millage report (L-4022) to STC

* By December 31st, send L-4015, L-4015a, L-4017,  L-4047, L-4018R, L-4018P, L-

4018 Recap, Land Value Grid/Analysis, ECF determination/analysis 

*
 and L-4113 (3215)- Certification of Equalization Study by Equalization Director to 

STC

*

By December 31st, If the county study plan has been revised since October 31st 

filing a revised Form 3689 (L-4027i) Interim Status Report should be filed with the 

STC at equalization@michigan.gov
* Results of equalization studies to assessor's & PSD December 1st
* DBOR audit/balance
* Winter Tax Billings Mailed
* Continue process of assessment roll maintenance



Month Activity

January * Send L-4047 (One-year study) to STC
* Send revised L-4018's for Units that used the L-4047 to STC
* Send revised L-4018 Recap to STC
* Send split/combine export to assessors

*
Begin work on L-4015 for new year studies, check parcels within BSA for reporting 

on L-4014A
* Send Personal Property Statements by January 10th

*
Prepare tentative equalization ratios and estimated SEV multipliers to meet 

publishing deadline

February
*

Publish tentative equalization ratios and estimated SEV multipliers (On or before 

third Monday in February) , send to STC with proof
* Review assessors calculations on personal property statements
* Send any remaining revised L-4018's and Recaps to STC
* File last year's appraisal studies
* Assist local units with land value maps & ECF maps
* Pre MBOR audits
* Continue work on new year studies, check parcels within BSA for L-4014A

March * Continue assisting local units with land value maps & ECF maps

 * Boards of Review meet

*
Begin audit of all assessment roll changes in preparation of equalization report

* Pull all vacant land, ECF, Commercial, Industrial, and Agricultural sales
* Continue work on new year studies

Italicized items are statutorily defined.
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This records Retention and Disposal Schedule covers records that are commonly found 
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GENERAL RETENTION SCHEDULE #37
 
COUNTY EQUALIZATION DEPARTMENTS
 

INTRODUCTION
 

Public Records 

The Michigan Freedom of Information Act (FOIA) (MCL 15.231-15.246) defines public records 

as recorded information “prepared, owned, used, in the possession of, or retained by a public 

body in the performance of an official function, from the time it is created.” 

Retention and Disposal Schedules 

Michigan law (MCL 399.5 and 750.491) requires that all public records be listed on an approved 

Retention and Disposal Schedule that identifies the minimum amount of time that records must 

be kept to satisfy administrative, legal, fiscal and historical needs.  Local situations may require 

retention beyond the periods listed, and nothing prevents an office from retaining records longer 

than the specified period of time.  Schedules also identify when records may be destroyed, and 

when certain records can be sent to the Archives of Michigan for permanent preservation.  

Records cannot be destroyed unless their disposition is authorized by an approved Retention and 

Disposal Schedule. All schedules are approved by the Records Management Services, the 

Archives of Michigan and the State Administrative Board.  There are two types of schedules that 

government agencies may use: 

 General Schedules: cover records that are common to a particular type of government 

agency, such as a county equalization department.  General schedules may not address every 

single record that a particular office may have in its possession. General schedules do not 

mandate that any of the records listed on the schedule be created.  However, if they are 

created in the normal course of business, the schedule establishes a minimum retention 

period for them. 

 Specific Schedules: cover records that are not listed on general schedules, because they are 

unique to a particular government agency, or a general schedule for the function does not 

exist.  Specific schedules always override general schedules.  Specific schedules only address 

the records of the agency named on the schedule, and may not be used by another agency.  

The retention periods on specific schedules are absolute minimums and maximums, so 

agencies should clean up their files at least annually to remain in compliance. 

Unofficial Documents 

General Schedule #1 addresses the retention of “nonrecord” materials.  These documents are 

broadly defined as drafts, duplicates, convenience copies, publications and other materials that 

do not document agency activities. These materials can be disposed of when they have served 

their intended purpose.  Government agencies need to identify the “office of record” when 

multiple offices possess copies of the same record.  The “office of record” is responsible for 

following the retention period that is specified, duplicates do not need to be retained.   

http://www.legislature.mi.gov/documents/mcl/pdf/mcl-act-442-of-1976.pdf
http://www.legislature.mi.gov/documents/mcl/pdf/mcl-act-271-of-1913.pdf
http://www.legislature.mi.gov/documents/mcl/pdf/mcl-750-491.pdf
http://www.michigan.gov/documents/hal_mhc_rms_GS1_local_110758_7.pdf


 

 

 

  

 

   

  

 

 

 

 

 

 

 

 

 

 

  

 

  

 

 

  

 

Record Maintenance 

Records can exist in a wide variety of formats, including paper, maps, photographs, microfilm, 

digital images, e-mail messages, databases, etc.  The retention periods listed on this general 

schedule do not specify the format that the record may exist in, because each government agency 

that adopts this schedule may choose to retain its records using different recording media. 

Government agencies are responsible for ensuring that all of their records (regardless of format) 

are properly retained and remain accessible during this entire retention period.  All records need 

to be stored in a secure and stable environment that will protect them from tampering, damage 

and degradation.  Electronic records are dependent upon specific hardware and software to be 

accessed and used.  It is important to understand that the original technology that is used to 

create electronic records will eventually become obsolete.  As a result, government agencies 

should work with their information technology staff to develop preservation plans for retaining 

electronic records with long-term (more than 10 years) retention requirements.  Various laws 

(including the Records Reproduction Act, MCL 24.401-24.406) identify acceptable formats for 

retaining public records; agencies are responsible for understanding and complying with these 

laws. 

Suspending Destruction 

Government agencies must immediately cease the destruction of all relevant records (even if 

destruction is authorized by an approved Retention and Disposal Schedule) if they receive a 

FOIA request, if they believe that an investigation or litigation is imminent, or if they are notified 

that an audit, investigation or litigation has commenced.  Relevant records may exist in 

electronic formats (such as e-mail, digital images, word processed documents, databases, backup 

tapes, etc.).  Failure to cease the destruction of relevant records could result in penalties. 

Additional Assistance is Available 

The State of Michigan Records Management Services is available to assist government agencies 

with their questions about record retention and acceptable recording media.  Agencies may 

contact the Records Management Services at (517) 335-9132.  Additional information is also 

available from the Records Management Services’ website 

http://www.michigan.gov/recordsmanagement/, including records management manuals, general 

schedules, e-mail retention guidelines, microfilming standards and digital imaging standards, 

free records management training for local governments, etc. 

http://www.legislature.mi.gov/documents/mcl/pdf/mcl-act-116-of-1992.pdf
http://www.michigan.gov/recordsmanagement/


         

         

         

                 

             

          

         

          

                   

          

                 

              

             

             

               

           

             

   

   

     

   

 

                                        

                 

               

                

             

           

               

           

             

                 

            

              

         

             

             

   

   

   

 

       

 

           

              

               

           

            

                   

     

    

     

   

 

   
        

             

STATE OF MICHIGAN ‐ RECORDS MANAGEMENT SERVICES
 
GENERAL SCHEDULE #37 ‐ COUNTY EQUALIZATION DEPARTMENTS
 

Item #  Series  Title Series Description Retention 
Period 

Approval Date 

Agency Name: County Equalization Departments 
General Administrative Records 
100 General Correspondence General correspondence does not pertain to a 

specific issue and it is often organized 
chronologically or by correspondent’s name. 
General correspondence may include referral 
correspondence. If the correspondence does 
pertain to a specific issue it should be filed with 
other relevant records. General correspondence 
may exist in a variety of formats, including memos, 
letters, notes and electronic mail messages. This 
series also includes automated or manual tools 
that index and/or track when correspondence was 
received, the topic of the correspondence, who is 
responsible for responding to the correspondence, 
and when the correspondence is considered closed 
for further action. 

RETAIN UNTIL: 
Date sent or 
received 
PLUS: 2 years 
THEN: Destroy 

10/24/2017 

101 Transitory Records Transitory records relate to the activities of the 
agency, but have temporary value and do not need 
to be retained once their intended purpose has 
been fulfilled. These records are not an integral 
part of administrative or operational activities, are 
not required to sustain administrative or 
operational functions, are not regularly filed in a 
standard recordkeeping system, are not required 
to meet statutory obligations, and are recorded 
only for the time required for the completion of 
actions. Examples of transitory records include 
routine requests for information that require no: 
administrative action, policy decision, special 
compilation or research. They may also include 
requests to order supplies, reminders for an 
upcoming meeting, etc. 

RETAIN UNTIL: 
Activity is 
completed 
THEN: Destroy 

10/24/2017 

102 Freedom of Information Act 
(FOIA) Requests 

These records document any requests for 
information or public records. They may include, 
but may not be limited to, requests for 
information, correspondence, a copy of the 
information released, and billing information. Any 
written request for a public record is a Freedom of 
Information Act (FOIA) request. 

RETAIN UNTIL: 
Date request is 
filled 
PLUS: 1 year 
THEN: Destroy 

10/24/2017 

General schedules are available online at www.michigan.gov/recordsmanagement. 

www.michigan.gov/recordsmanagement


         

         

         

                 

              

             

           

        

   

   

     

 

 

               

            

               

         

              

           

                

           

         

                

   

   

   

   

 

           

         

        

           

                  

              

             

           

           

         

               

              

               

           

                

          

   

       

   

 

 

   

 

    

     

   

   

     

             

          

           

             

              

   

 

   

   

 

             

STATE OF MICHIGAN ‐ RECORDS MANAGEMENT SERVICES
 
GENERAL SCHEDULE #37 ‐ COUNTY EQUALIZATION DEPARTMENTS
 

Item #  Series  Title Series Description Retention 
Period 

Approval Date 

103 Department Policies and 
Procedures 

These records document the policies and 
procedures of the department. They may also 
include copies of other county related procedures 
such as emergency operations, human resources, 
and other similar materials. 

RETAIN UNTIL: 
Policy is 
superseded by a 
new version 
THEN: Destroy 

10/24/2017 

104 Finance / Budget These records document financial or budget 
reporting for the equalization department. They 
may include, but may not be limited to, 
mileage/work logs, purchase requests, invoices 
and receipts, and payroll reports. These records 
also document department budget analysis and 
planning. They may include, but may not be 
limited to, budget requests, statistics, budget 
amendments, budget summaries, and balance 
sheets. These documents would not be the official 
county budget. 

RETAIN UNTIL: 
Fiscal year ends 
PLUS: 2 years 
THEN: Destroy 

10/24/2017 

105 Subject Files These records document administrative analysis, 
program and project planning, procedure 
development, and programmatic activities. 
Subject files are generally organized alphabetically 
by topic. Topical files may be specific to each 
county’s operations. They may include, but may 
not be limited to, periodic activity reports 
(narrative and statistical), special reports, project 
planning notes, organization charts, land division 
applications, newspaper notices, MTT appeals, 
Impact Aid reports, SEV lists by authority, IFT 
reports, and other similar documents. Subject files 
do NOT include files related to individual program 
activities, human resources files, and accounting 
records. For topics of continuing interest, files may 
be segmented into annual files. 

RETAIN UNTIL: 
Topical file is of 
interest for 
ongoing 
administration 
PLUS: 5 years 
THEN: Destroy 
NOTE: Some 
topical files may 
have historical 
value and 
should be kept 
longer 

10/24/2017 

106 Planners/Calendars These records track an individual staff member’s 
work‐related meetings, assignments, and tasks. 
Individual employees are responsible for retaining 
their planners/calendars for the duration of this 
retention period. They may be paper or electronic. 

RETAIN UNTIL: 
Scheduled 
event takes 
place 
PLUS: 2 years 
THEN: Destroy 

10/24/2017 

General schedules are available online at www.michigan.gov/recordsmanagement. 

www.michigan.gov/recordsmanagement


         

         

         

                   

            

             

           

              

                 

         

              

                 

   

 

   

 

                 

            

                 

             

         

           

           

               

               

             

             

         

           

   

   

 

   

 

               

            

                 

           

         

         

           

             

             

          

   

 

   

 

   

             

STATE OF MICHIGAN ‐ RECORDS MANAGEMENT SERVICES
 
GENERAL SCHEDULE #37 ‐ COUNTY EQUALIZATION DEPARTMENTS
 

Item #  Series  Title Series Description Retention 
Period 

Approval Date 

107 Staff and Project Meeting 
Records 

These records document staff meetings, meetings 
with other government agencies, etc. These 
records do not include Board of Commissioners 
meetings, council meetings and other official 
boards, committees or commissions of the county. 
They may include, but may not be limited to, 
meeting minutes, agendas, and distribution 
materials. Meeting records may also be retained 
in subject files, if they relate to a specific project. 

RETAIN UNTIL: 
Meeting date 
PLUS: 2 years 
THEN: Destroy 

10/24/2017 

Equalization Study Records 
200 Sales Study Records These records document the annual sales study 

conducted by the Equalization Department. They 
may include, but may not be limited to, official 
forms required by the Michigan Department of 
Treasury ‐ State Tax Commission (such as L‐4015 ‐
Sales Study, L‐4017 ‐ Sales Ratio Study for 
Determining the Starting Base ‐ 24 Month), L‐4047 ‐
Sales Ratio Study for Determining the Starting Base 
‐ 12 Month; also known as Treasury Form 2793), 
and supporting documents used to verify sales 
within the study (such as Real Property 
Statements, Transfer Affidavits, Real Property 
Statements for Commercial and Industrial, and 
Apartment Property Owners). 

RETAIN UNTIL: 
Date created 
PLUS: 3 years 
THEN: Destroy 

10/24/2017 

201 Appraisal Study Records These records document the annual appraisal 
study conducted by the Equalization Department. 
They may include, but may not be limited to, 
official forms required by the Michigan 
Department of Treasury ‐ State Tax Commission 
(i.e. L‐4015a ‐ Appraisal Study Listing), and 
supporting documents (i.e. appraisal record cards, 
economic condition factor (ECF) studies, land value 
studies, personal property audits and reviews, and 
Tentative Ratios and Factors reports). 

RETAIN UNTIL: 
Date created 
PLUS: 3 years 
THEN: Destroy 

10/24/2017 

General schedules are available online at www.michigan.gov/recordsmanagement. 

www.michigan.gov/recordsmanagement


         

         

         

                   

             

               

               

         

           

         

         

 

   

 

   

 

                   

           

               

                 

             

         

               

           

             

             

           

           

           

               

     

   

 

   

 

   

             

STATE OF MICHIGAN ‐ RECORDS MANAGEMENT SERVICES
 
GENERAL SCHEDULE #37 ‐ COUNTY EQUALIZATION DEPARTMENTS
 

Item #  Series  Title Series Description Retention 
Period 

Approval Date 

202 Analysis for Equalization 
Records 

These records document the annual Analysis for 
Equalization that is conducted by the Equalization 
Department. They may include, but may not be 
limited to, official forms required by the Michigan 
Department of Treasury ‐ State Tax Commission 
(such as L‐4018R ‐ Analysis for Equalized Valuation ‐
Real Property, L‐4018P ‐ Analysis for Equalized 
Valuation ‐ Personal Property and Tentative Ratios 
and Factors). 

RETAIN UNTIL: 
Date created 
PLUS: 3 years 
THEN: Destroy 

10/24/2017 

County Equalization Records 
300 Equalized Value Finalizing 

Records 
These records document the annual process of 
finalizing county equalized values after the 
conclusion of local unit March Board of Review 
sessions. They may include, but may not be limited 
to, official forms required by the Michigan 
Department of Treasury ‐ State Tax Commission 
for reporting equalized values (such as L‐4023 – 
Analysis for Equalization Valuations Ratios and 
Factors, L‐4024 – Personal and Real Property 
Totals, L‐4037 – State Tax Commission Assessment 
Roll Certification (County Board of Commissioners) 
CBC, and non‐standardized reports prepared by 
the Equalization Department to communicate the 
final equalized values to the County Board of 
Commissioners for their approval. 

RETAIN UNTIL: 
Date created 
PLUS: 3 years 
THEN: Destroy 

10/24/2017 

General schedules are available online at www.michigan.gov/recordsmanagement. 

www.michigan.gov/recordsmanagement


         

         

         

                   

             

          

                 

               

             

           

         

         

           

             

         

         

             

           

               

             

             

         

           

   

 

   

 

               

            

                 

             

         

             

               

               

               

           

               

           

             

           

           

               

           

   

 

   

 

             

STATE OF MICHIGAN ‐ RECORDS MANAGEMENT SERVICES
 
GENERAL SCHEDULE #37 ‐ COUNTY EQUALIZATION DEPARTMENTS
 

Item #  Series  Title Series Description Retention 
Period 

Approval Date 

301 Taxable Value Reporting 
Records 

These records document the annual reporting of 
taxable values to the Michigan Department of 
Treasury ‐ State Tax Commission. They may 
include, but may not be limited to, official forms 
required by the State Tax Commission (such as L‐
4046 – Taxable Valuations), other reports of 
taxable values for eligible reimbursements in 
compliance with laws authorizing specific 
exemptions for qualifying commercial and 
industrial personal property (such as Personal 
Property Summary Report for Debt Millage Rate 
and Reimbursement Calculations (a.k.a L‐4050) 
and Inter‐County Personal Property Summary 
Report for Debt Millage Rate and Reimbursement 
Calculations (a.k.a. L‐4050 IC)), appeals of 
valuations to the State Tax Commission (such as L‐
4154 – Assessor or Equalization Director’s Notice 
of Property Incorrectly Reported or Omitted from 
Assessment Roll), and supporting documents 
needed to produce the reports and forms. 

RETAIN UNTIL: 
Date created 
PLUS: 3 years 
THEN: Destroy 

10/24/2017 

302 Millage Records These records document the calculation of millage 
rollbacks and lawful levy determinations. They 
may include, but may not be limited to, official 
forms required by the Michigan Department of 
Treasury ‐ State Tax Commission for reporting 
millage rollback fractions and levy amounts (such 
as L‐4025 – Report of Taxable Valuations Including 
Additions, Losses and Totals as Approved by the 
Board of Review, L‐4025 SEV – Calculation of 
Taxable Valuations Including Additions, Losses and 
Totals for Units Which Were Not Equalized as 
Assessed, L‐4028 – Millage Reduction Fraction, L‐
4028 IC – Complete Millage Reduction Fraction, 
Inter‐County, L‐4034 – Millage Reduction Fraction 
Calculations Worksheet, L‐4029 – Tax Rate 
Request, L‐4297 – Truth in Taxation Notice), and 
supporting documentation used to produce these 
reports. 

RETAIN UNTIL: 
Date created 
PLUS: 8 years 
THEN: Destroy 

10/24/2017 

General schedules are available online at www.michigan.gov/recordsmanagement. 

www.michigan.gov/recordsmanagement


         

         

         

               

                  

             

         

               

             

         

           

           

   

   

 

   

 

             

                

                   

           

 

   

 

   

 

     

 

             

                 

                 

                

                   

           

           

   

 

   

 

 

             

STATE OF MICHIGAN ‐ RECORDS MANAGEMENT SERVICES
 
GENERAL SCHEDULE #37 ‐ COUNTY EQUALIZATION DEPARTMENTS
 

Item #  Series  Title Series Description Retention 
Period 

Approval Date 

303 Apportionment Records These records document the finalization of millage 
levies. They may include, but may not be limited 
to, official forms required by the Michigan 
Department of Treasury ‐ State Tax Commission 
for millage levy and apportionment (such as L‐4402 
– Statement Showing Taxable Valuations and Mills 
Apportioned), supporting documents used to 
produce this report, and non‐standardized reports 
prepared as presentation documents for County 
Boards of Commissioners. 

RETAIN UNTIL: 
Date created 
PLUS: 10 years 
THEN: Destroy 

10/24/2017 

Mapping Records 
400 Tax Maps These records document mapping activities that 

support the collection of taxes. They may include, 
but may not be limited to, paper tax maps, land 
value maps, sales maps, recorded and non‐
recorded surveys. 

RETAIN UNTIL: 
Date created 
PLUS: 5 years 
THEN: Destroy 

10/24/2017 

401 Geographic Information System 
(GIS) Data 

These records document different data layers which 
could be stored for GIS mapping procedures (such as 
parcel shape files, ESN, fire box, recycling drop off 
stations, PLSS framework). They may include, but may 
not be limited to, other forms of digital mapping or 
imagery files, and supporting software programming 
(such as oblique imagery, orthophotography, and lidar). 

RETAIN UNTIL: 
Date created 
PLUS: 5 years 
THEN: Destroy 

10/24/2017 

General schedules are available online at www.michigan.gov/recordsmanagement. 

www.michigan.gov/recordsmanagement






P.O. BOX 30471 • LANSING, MICHIGAN 48909-7971
www.michigan.gov/treasury • (517) 373-0500

JENNIFER M. GRANHOLM
GOVERNOR

STATE OF MICHIGAN
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STATE TREASURER

PROPERTY TAX DIVISION
ASSESSMENT/SALES RATIO STUDY GUIDELINES

The following guidelines are for use by the STC/PTD staff in conducting sales/ratio studies.
These guidelines are recommended for review and use by county equalization departments.

Terms such as usual selling price, bona fide, normal, arm length, and others are frequently used
in referring to sales. These are relative terms that may be synonymous. Sec. 211.27 MCL,
contains the phrase " the usual selling price "

GENERAL CONSIDERATIONS:

1. Sale prices obtained from any source may be listed.

2. Transfer instruments should be screened for details that indicate other than a usual selling
price.

3. For sales occurring in the first three months of a year, sale prices will be compared with
the assessments for the previous year. For sales occurring in the last 9 months of a year,
sale prices shall be compared to the assessments for the year in which the sale occurs.

4. The most recent sale will usually be listed in the case of more than one sale of the same
property in a single year (April 1 – March 31).

5. Sales will not be excluded from a list just because it is alleged the buyer paid too much or
perhaps was not fully informed. There must be some support that a particular buyer was
an "uninformed buyer."

6. In most circumstances, developers' lot sales must be listed. There may be situations that
warrant breaking out ratios for vacant lot sales on the form L-4018.

7. The remaining unpaid balance of a special assessment that has been assumed by a grantee
should be added to the stated sale price. The same applies to other assumed liens or
obligations that directly involve the real property such as back taxes.

8. Lot sales involving building demolition should not have demolition costs added to the
stated sale price if the lot was encumbered by a building on tax day and on the date of
transfer. (Lot sales involving building demolition should have demolition costs added to
the sale price for appraisal studies where the purpose is to get site value for sites not
encumbered by a building).
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SALES USUALLY INCLUDED IN ASSESSMENT/SALES STUDY

1. Warranty Deeds

2. Land Contracts and Purchaser Assignments of Land Contracts.

3. Sales corresponding to alleged partial assessments where the assessment is not changed
in the following year, or where the assessment change is reported as a plus adjustment.

4. Sales where an alleged poverty exemption is not properly documented. Sales where an
alleged Nonconsideration of the value of normal repairs, replacements, or maintenance is
NOT properly documented.

5. Sales involving mortgage assumptions where the total prices are stated, or where the
mortgage amount assumed and the amount paid down on the mortgage are both known.

6. Sales transferring property in its entirety by partial interest may be included.

7. Sales involving properties whose use is changing provided that the sale property is
representative of other property in the classification and the sale is not conditioned on a
documented contingency. An example would be a property being used for farming
purposes which is sold to a developer where the sale is not conditioned on the rezoning of
the property and there are other parcels in the Agricultural Real Classification that would
currently sell to developers for similar purposes.

8. Sales involving creative financing shall be included in the sales ratio study and shall be
analyzed separately in the manner described in STC Bulletin #11,1985.

SALES USUALLY TO BE DELETED FROM AN UNVERIFIED SALES STUDY

1. Quit claim deeds

2. Deeds of administrator or executor.

3. Sheriff's deeds

4. Tax deeds

5. Family sales

6. Sales with life lease or life estate.

7. Sales from or to public and quasi-public government (taxpayer) funded bodies, such as
State, county, school and similar agencies.
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8. Sales from and to lending institutions where the bank held a mortgage on the property.
Sales where the bank is acting as a trustee for a private trust and the sale is a
normal sale for the benefit of the trust should be considered.

9. Transfer instruments referring to a prior sale between the seller and buyer of this
property, for instance, the fulfillment of a 1990 land contract.

10. Deeds with mortgage assumptions where the mortgage balance or total price is unknown.

11. Sales with new deed restrictions that significantly reduces price. For example, a situation
where all of the development rights in a parcel were deeded earlier in the year to an
exempt organization and the seller deeds the remaining rights to a third party for a
nominal price.

12. Sales that includes a significant or unknown value for exempt property, such as seawalls
or Christmas trees.

13. Deeds evidencing splits or transfers of only part of a property assessed.

14. Transfer instruments with odd dollar considerations, such as $11,273 or $17,129.38.  See
note below

15. Sales conditioned on a change of some documented contingency, such as rezoning or
restrictions that are part of the public record.

16. Sales whose assessments have been affected by 211.27(2), "non-consideration" of normal
repairs, replacement of maintenance items. (P .A. 2:5 of 1978) and the "non-
consideration" are properly documented.

17. Sales where the condition and/or extent of improvements on tax day was different than on
the date of sale.

18. Deeds conveying significant, provable, amounts of personal property together with the
real estate.

19. Sales where the grantee's name appears on the assessment roll corresponding to the year
of the sale or prior year.

20. Sales with conveyance of a partial interest, such as undivided 1/4 interests, sale of leased
fee, etc., unless the entire property is accounted for.

21. Conveyance where there is a common interest relationship between the grantor and the
grantee such as where a corporation sells to an officer of the corporation.
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22. Sales involving poverty exemptions where such full or partial exemption is properly
designated in the assessment roll.

23. Sales involving multiple assessments where the separate assessments are for different
classifications.

24. Deeds pursuant to a land contract entered into prior to a study period.

25. Land contracts with unusual circumstances, such as low interest or no down payment
should be considered creatively financed, included in the study, but analyzed in the
manner set forth in the STC Bulletin 11,1985.

Note: After verification some sales may be used that likely would have been deleted from
the study had they not been verified.

Examples:

1) A parcel sold for $48,562.50. On verification it was discovered that the 52½-acre parcel
sold for $925 per acre with no unusual circumstances.

2) A parcel sold for $48,562.50. On verification it was discovered that buyers paid the
sellers $10,000 cash and paid off the sellers $38,562.50 mortgage balance.

3) Under some circumstances, a sale involving parcels from more than one classification
can be used in a sales study, provided that there is a reliable source of information for
determining the amount of the sale price attributable to the parcels in each classification.
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This document is meant for the internal use only of the Berrien County Equalization Department 

Assessment Roll Auditing Guide 
 

This document is intended to act as a guide to assist you in auditing assessment rolls.  It is not 

intended to cover every situation that you may come across but instead cover the most common 

situations that you may see when auditing a roll. 
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Getting Started 
 

To begin the process of auditing an assessment roll you first need to print out an L-4021 of the parcels that 

need to be reviewed.  This should be ran out of the most recent database that has been received from the 

township or city. 

 

• Go to Reports and select Assessing Reports. 

  
 

• After the Run Report window appears select “L4021” in the name drop down menu. 

 
 

• Report Options should be set up as follows.  

 
 

• Population should be “All Records” and the Spec. Pop should be “Real Parcels Only” 

 

• The “Apply Advanced Query to Population” check box should be checked. 

 
 

• To select the Advanced Query click on the Advanced Query button.  The Advanced Query 

window will appear.  Now click the “Load Query from DB” button. 

 
 

• Select the “Audit” query to load and click “ok”.  

 

• A window will appears asking “Are you sure that you wish to load the query ‘AUDIT’?  All 

current filter information will be lost.”  Select “Yes” 

 

• Now you can close out of the advanced Query window by selecting the “Close” button. 

 

• If you would like to save the report as a PDF you can set the destination to the “Screen” and save 

the report after it has ran.  Or you can print the report directly to the printer. 

 

o Please be sure to set the printer up to duplex to conserve paper. 

 

• This will give you the report that you will need to conduct the audit process. 
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• The report should look as follows. 

 

 
 

• This report will show any parcel in the database that has New, Loss, Additions, Losses and parcels 

with a percent change of greater than 25%. 

 

• Every parcel on this report should be verified for accuracy. 

 

• Ideally the Assessor should have reason codes on any parcel that has New, Loss, Additions or 

Losses. 

 

• As you can see from the above example this is not the case in this unit. 

o In this situation you will need to investigate to see what is happening. 

 

• If the assessor did use reason codes they will appear as either numbers or a combination of letters 

and numbers in the last column of the report. 

 

• To see the reason codes that an assessor is using go to “Program Setup” and select “Governmental 

Units” 

o Make sure that you are on the unit code that coincides with the unit that you are auditing 

and click on the “Options” tab and then click on the “assessor Change Reasons…” 

button. 

o A pop up window will appears listing all of the assessor change reasons. 

o From here you can select the “Print” button to print the list of available codes with their 

associated description. 
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General Rules of Thumb 
 

• New, Loss, Additions and Losses explanations. 

o “New” or “Equalization New” is used to bring value onto the assessed value of a parcel. 

o “Loss” or Equalization Loss” is used to remove value from the assessed value of a parcel. 

o “Additions” or “Headlee Additions” is used to bring value onto the taxable value of a 

parcel. 

o “Losses” or “Headlee Losses” is used to remove value from the taxable value of a parcel. 

 

• The following table displays some typical situations that you may come across how they should be 

treated. 

 

Increase in Value Situations 

Situation Equalization New or Loss Headlee Additions or Losses 

Improved Market Conditions None None 

New Construction Yes - New Yes - Additions 

Remodel Construction Yes - New Yes - Additions 

Split (Child Parcel) Yes - New Typically None 

Previously Exempt Property Yes - New Yes - Additions 

Property Class Change Yes - New None 

Property Annexed into the City or Twp Yes - New Yes - Additions 

Omitted Property Yes - New Yes - Additions 

Remediation of Environmental Contamination Yes - New Yes - Additions 

Removal of Mathue Gast Exemption Yes - New Yes - Additions 

Taxable Value uncapping None None 

   

   

Decrease in Value Situations 

Situation Equalization New or Loss Headlee Additions or Losses 

Declining Market Conditions None None 

Property Removed or Destroyed Yes - Loss Yes - Losses 

Split (Parent Parcel) Yes - Loss Typically None 

Property becomes Exempt Yes - Loss Yes - Losses 

Property Class Change Yes - Loss None 

Property Annexed out of the City or Twp Yes - Loss Yes - Losses 

Discovery of Environmental Contamination Yes - Loss Yes - Losses 

 

• There are always two rules that never fail… 

o You cannot have additions without new and 

o You cannot have losses without loss 

 

Notice that with the inclining or declining market conditions there are no new, additions, loss or losses.  

That is because the value difference should go into adjustment. 
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Audit Spreadsheet 
 

The Audit Spreadsheet is intended to be a tool to aid you in auditing assessment rolls.  The spreadsheet is 

designed to help calculate some of the most common situations that are seen when auditing an assessment 

roll.  The spreadsheet can be found in the following file path;  

 

G:\Equal Dept\Audit\Audit Spreadsheet.xlsm 

 

Below is a screen shot of what you will see when you open the spreadsheet. 

 

 
 

After opening the spreadsheet be sure to enable the Macros by clicking on the “Enable Content” button. 

 

 
 

Important Note:  The cells highlighted in yellow are automatically calculated cells so be sure not to 

overwrite the formulas within them.  The sheet is protected so you should receive an error message stating 

that they are protected if you do attempt to overwrite them. 

 

The individual sections of the spreadsheet will be explained in greater detail in the examples section of this 

document. 
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The Audit Process 
 

The actual process of auditing an assessment roll may differ slightly depending on your personal 

preferences but there are a few things that are helpful no matter your preferences.  There are several things 

that are required to have when auditing an assessment roll.  Below are the items you will need… 

 

1. Current database from assessor 

2. Previous year database from assessor 

3. L-4021 report from current year database 

4. Audit spreadsheet 

 

As stated earlier, to begin the audit process you should first print or save the L-4021 with the advanced 

query from the Assessors current year database.  This will be the basis of what you will be looking at and 

auditing.  You can print this document out on paper and work from the paper or you can save it to a PDF 

and work from the computer screen. 

 

After printing the L-4021 you will need to set up your databases.  You should have two instances of BSA 

open.  One on each monitor.  The first session of BSA should have the most recent (or current) database 

open.  The BSA session on the other monitor should have the previous year database open.  This will allow 

you to compare any given parcel from the current year to the previous year so you can see what changes 

have been made as seen below. 

 

  Previous Database    Current Database 

      
 

As seen in the above screenshots we can see that the previous year database only had 3 agricultural 

buildings whereas the current database has 4.  It also appears that the land improvements value has 

increased considerably over last year.  Now that we know where the differences are we can then move into 

calculating the new and additions that should be applied to the parcel for the current year assessment roll.  

This will be discussed in greater detail later in the examples. 

 

In addition to the L4021 and the databases you will also want a Microsoft Word document open on your 

desktop to record any questions or concerns for the assessor.  When you have completed auditing the 

assessment roll, the word document should be saved in the current year folder under the audit folder on the 

G drive.  This will give the department a record of exactly what was sent to the assessor should we need it 

in the future. 
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Examples 
 

New Construction 
 

 
On the 4021 we can see that the assessor has 25,900 in new and additions but no change code so we need to 

take a look at the parcel to see what has changed.  To do this we will look at the prior year database and 

then compare it to the current year database. 

 

         Prior Year Dbase    Current Year Dbase 

       
 

We can see in the prior year dbase that the assessor was only pricing 3 ag buildings whereas in the current 

year dbase the assessor has 4 in addition to some added land improvement value.  We would have to 

assume that this is what the new and additions are for. 

 

To find the value of the new construction you will need to find the new building in the current year 

database.  This can be done by again comparing the two databases until you find the building in the current 

database that does not exist in the prior year database. 

 

 
 

We can now see that the Estimated True Cash Value of the new building is 49,076.  To calculate the 

amount of new and additions for this building we can use the Audit Spreadsheet.  There are two options to 

use for new construction on the spreadsheet.  When you have a situation where you have an entirely new 

building it is easy to find the TCV of the new construction and you can use option 1.  Option 1 allows for 

four different parts of new construction.  So for this example we can simply put our TCV for the new 

building of 49,076 in the “Pt 1” cell, then excel will calculate the amount of new and additions that should 

be placed on the roll as seen on the next page. 



 

9 

This document is meant for the internal use only of the Berrien County Equalization Department 

 

 

As seen here the amount of new and additions for this new ag building 

should be 24,500.  However the assessor has placed 25,900 on the roll.  As 

seen earlier it was noticed that the land improvements were relatively higher 

than what they were last year.  We can go through the same process of 

comparing the prior year dbase to the current year dbase to see what was 

added. 

 

    Current Year Dbase     Prior Year Dbase 

                  
 

By comparing the databases we can see the assessor has added 640 square feet of 4 inch concrete to the 

parcel.  Because the software does not show the individual true cash value for each line we will need to 

figure out how much value is attributable to the new concrete.  To do this we will use “option 2” of the new 

construction calculator on the audit spreadsheet.  For this example we will place the true cash value of the 

land improvements from the current year dbase of 3,516 in cell O4 (or right beside where it says “TCV 

before removing new const”).  After we have recorded the number on the audit spreadsheet we will then 

remove the added concrete from the parcel in the current year dbase.  This will give us a new true cash 

value as if the concrete were never added.  As seen below… 

 

We can now see that the TCV would have been 934 if the 

new concrete were never added.  This number can now be 

placed on cell O5 (or right beside where it says “TCV 

after removing new const”).  The spreadsheet will then 

subtract the 934 from the 3,516 to calculate the TCV 

attributable to the concrete of 2,582 which would translate 

into a new and additions value of 1,300. 

   
 

 

After you are finished calculating the new and additions for the driveway be sure to discard your changes 

so you don’t permanently delete the new concrete. 
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Now that we know the different amounts of new and additions for each piece of new construction we can 

simply add them together to calculate the total new and additions that should be placed on the parcel.  If we 

take the new and additions attributable to the new ag building of 24,500 and add the new and additions for 

the new concrete of 1,300 we come up with a total new and additions amount of 25,800. 

 

24,500 + 1,300 = 25,800 

 

As seen on the Assessor’s 4021, they have placed 25,900 of new and additions on the roll.  This is 

overstated by 100 and therefore the assessor should be notified. 

 

On your Word document state the parcel number in question and let the Assessor know that their new and 

additions appear to be overstate by 100.  It is also advisable to show them how you came up with your 

number so they can see how you calculated it. 

 

When making notes for the assessor never tell them that they are equivalently wrong.  You as the auditor 

may have overlooked something as well.  Using words like “appear” or “look” are a good way to get your 

point across without automatically accusing them of doing something wrong. 

 

You have now seen how to use both options for calculating new construction.  Option 1 is for when you 

have a completely new building or improvement that has never been on the roll and option 2 is for when 

the assessor has modified an existing improvement and the TCV of the changes are not as easily found. 

 

  



 

11 

This document is meant for the internal use only of the Berrien County Equalization Department 

Demolition & Environmental Contamination 
 

 
On the 4021 we can see that the assessor has 7,100 in Loss and Losses but no change code so we need to 

take a look at the parcel to see what has changed.  To do this we will look at the prior year database and 

then compare it to the current year database. 

 

   Prior Year Dbase    Current Year Dbase 

               
 

We can see in the prior year dbase that the assessor had value on the residential building whereas in the 

current year dbase the assessor has removed the value.  We would have to assume that the loss and losses 

on this parcel are attributable to the value of the residential building coming off the roll. 

 

To find the assessed and taxable value that need to be removed from the roll we will use the “Headlee 

Losses Calculation” section of the audit spreadsheet.  Because the 

headlee losses amount can differ from the assessed loss amount 

we need to input the previous year SEV and Taxable value of the 

parcel in question on the excel spreadsheet.  The previous SEV 

will be input into cell O12 and the previous Taxable will be input 

into cell O13 as seen to the right.  This will allow the spreadsheet 

to calculate the ratio of assessed to taxable value that will be applied to the loss amount to calculate the 

headlee losses amount. 

 

To calculate the amount of loss that needs to be put in the remainder of the 

calculation we must first determine the amount of true cash value that was 

removed from the roll.  This is done again by comparing the prior year 

dbase to the current year dbase.  As stated above we can see that the 

assessor removed the value of the residential building from the parcel.  We 

can see that the TCV for the building in the prior year was 14,157.  To 

calculate the amount of loss we can use the “New Construction (option 1)” 

section of the spreadsheet.  Simply put the TCV of the improvement that 

was removed in cell L4.  We can see that the amount of assessed value loss due to the demolition should be 

7,100.   

 

The 7,100 can now be input into cell O14 of the spreadshee to calculate what the headlee losses amount 

should be.  As we can see to the left, the calculated headlee losses 

should be also be 7,100.  When looking at the 4021 the assessor 

does have 7,100 for loss and losses so the parcel is correct and no 

notes or comments need to be made to the assessor. 

 

 

Note: While in this instance the amount of loss and losses were the same that will not always be the case.  

Anytime the previous taxable value is lower then the assessed value the loss and losses will be a different 

number. 

 

Environmental contamination will be treated the same way as a demolition except the value being removed 

may be harder to determine.  If you see an example of this you should talk to the assesser to see how they 

determined how much assessed value to remove and then you can check the headlee losses from the 

assessed value loss. 
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Split with One Parent Parcel 
 

 
 

On the 4021 we can see the first parcel has gone to a reference class and all of the previous SEV is being 

taken as loss with no headlee losses.  This typically indicates that a split has occurred and the value taken as 

a loss is going to be allocated out to the children parcels.  The only time you would see headlee losses on a 

split is if a demolition or contamination has occurred on the property.  This will be discussed in greater 

detail later.  Also on the 4021 we can see the two children parcels with new and no headlee additions. 

 

With splits, the main objective in the auditing process is to ensure that the assessor has allocated the taxable 

value to the children parcels correctly.  Ultimately all of the prior year taxable value of the parent parcel 

needs to be allocated out to the children parcels.  In this example the prior year taxable value was 76,611 so 

we need to make sure that the amount allocated to the children parcels is no more or less than 76,611.  In 

addition to ensuring that all of the value is accounted for we also need to make sure that the value was 

given to the children parcels proportionately.  This is to say if the assessor allocated 40% of the SEV to the 

first child parcel then they should also allocated 40% of the taxable value to that same child parcel.  

 

To start the auditing process we will first look at the parent parcel.  Looking at the parent parcel in BSA we 

can see the prior year SEV was 

152,900 and the prior year Taxable 

was 76,611.  These numbers will need 

to be entered into the audit 

spreadsheet in the parent parcel information section.  Note that the spreadsheet will calculated the ratio of 

the prior year’s taxable to assessed value for you as seen below.  Because we equalize from March to 

March you need to make sure that it is the MBOR assessed and taxable values that are entered into the 

spreadsheet rather than any adjusted final values. 

 
 

After the parent parcel information is entered into the spreadsheet we can move onto the children parcels.  

The difference with the children parcels is when you look in BSA you will not see any previous value yet 

we need to see if the previous value was allocated correctly.  To accomplish this we will go into the current 

year detail screen by double clicking on the top line of values. 

 
 

After double clicking you will see the Calculation Detail window appear.  To see how much value was 

allocated to the parcel we will click on the “Allocated/Cap Calcs(*)” button.  

 

  

Double click anywhere on this line 
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After clicking the button the “Allocated/Cap Calcs window will appear.  From here we can see how much 

value was allocated to the children parcels.  In this instance both the SEV and Taxable Value were 

allocated.  However, it is not 

uncommon that only the taxable value 

is allocated.  This can be problemmatic 

when this occurs because then we have 

no way of knowing if the taxable value 

was allocated proportionantly to the 

assessed value.  At that point the only 

thing we can check is to make sure all 

of the taxable value from the parent 

parcel is accounted for.   

 

Now that we know where to get the allocated assessed and taxable amounts we can enter the information 

on the audit spreadsheet in the Child Parcel Information section as seen below.  This will need to be done 

for each child parcel involved in the split. 

As long as the assessor has allocated both the 

assessed and taxable values the audit spreadsheet 

will calculate what the allocated taxable value 

should be from the allocated assessed value.  This 

will show up in the yellow column titled 

“Calculated TX”.  So for the first child parcel we 

can see that the audit spreadsheet calculated an 

allocated taxable value of $33,096 and that is 

indeed what the assessor allocated in the software 

so we can see that the first child parcel is correct.  

Looking at the second child parcel we can also see 

that the Calculated TX equals what the assessor 

allocated so the second child parcel is correct as 

well.  The only other thing to check is to make sure 

that all of the taxable value from the parent parcel 

is accounted for.  To to this we can look at the bottom of the Child Parcel Information section of the audit 

spreadsheet next to where it say “Taxable Matches Parent”.  If this cell reads”YES” then the allocated 

taxable value of the children matches that of the prior year taxable value of the parent parcel.  If it did not 

match the audit spreadsheet would tell you the dollar amount that it is off by. 

 

Split with two or more parent parcels 
 

Splits with multiple parent parcel are handles the same way as a split with only one parent parcel except 

that the only piece of information that can be verified is to see if the allocated taxable values of the children 

parcels match the prior taxable value of the parent parcels. 

 

To accomplish this you will enter the parent parcels information into the audit spreadsheet in the “Parent 

Parcel Information” section the same as you did on a split with only one parent except for the fact that you 

will enter the information for each parent parcel involved. 

 

The data entry for the children parcels is exactly the same as a single parent parcel split.  The verification 

process is somewhat simpler though.  When you have a spilt involving multiple parent parcel they will 

often have different taxable to assessed ratios so we will not be able to verify if the taxable value was given 

to the children parcels proportionately.  So the only thing left to check is to see if the all of the prior year 

taxable values from the parent parcels were allocated out to the children parcels.  This means that if the 

audit spreadsheet reads “Yes” in the cell next to “Taxable Matches Parent” then you are finished.  If 

however it shows a difference a note should be made to the assessor letting them know they have either not 

allocated enough value or have allocated too much value. 
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Splits with new construction or demolition 
 

Splits with new construction or demolition are handled the same way as regular splits except that there is 

one extra step which we have already gone over. 

 

Any time there is new construction on a split the headlee additions for the new construction must be taken 

on the child parcel.  Remember, the parent parcel is going away so it wouldn’t make sense to have headlee 

additions on something that doesn’t exist anymore.  So after you have verified that the prior year taxable 

value has been allocated correctly to the children parcel you can then verify the headlee additions amount 

as described earlier in this document. 

 

Split with a demolition are also handled similarly except that the headlee losses must first be taken from the 

parent parcel before the taxable value is allocated out to the children parcels.  Headlee losses are calculated 

the same way as described earlier in this document.  After the amount of headlee losses is calculated, that 

amount is then subtracted from the prior year taxable value and the result is what will be allocated out to 

the children parcels. 

 

As an example, let say we had a parent parcel with a previous assessed value of 150,000 and a previous 

taxable of 100,000 and a house that was demolished that has a true cash value of 200,000.  We would first 

need to calculate the amount of loss and losses attributable to the demolition of the house.  To do this we 

would enter the information into the audit spreadsheet as seen below. 

  We used 100,000 as our amount of loss because the true cash 

value of the house was 200,000.  Because we assess property in Michigan at 50% of true cash value the 

amount of loss should be 100,000.  200,000 ÷ 2 = 100,000. 

 

So now we know the amount of loss attributable to the house is 100,000 and the amount of headlee losses is 

66,667.  We can now take these numbers and subtract them from the previous assessed and taxable values 

of the parent parcel to see what should be allocated out to the children parcels. 

 

To calculate the assessed value that should be allocated we simply take the 100,000 away from the 150,000 

which results in 50,000 of assessed value that should be allocated out to the children parcels. 

 

To calculate the taxable value that should be allocated we simply take the 66,667 away from the 100,000 

which results in 33,333 of taxable value that should be allocated out to the children parcels. 

 

This is then entered into the audit spreadsheet as seen below. 

 
 

Now we know that the total amount of allocated taxable value on the children parcels should equal 33,333. 
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Special Act Parcel coming back on the Ad Valorem Assessment Roll 
 

When special act parcels such as an IFT are coming back onto the Ad Valorem assessment roll they are 

handled similar to new construction coming onto the assessment roll.  Conversely, in the special act roll it 

is handled similar to a demolition.  That is to say that on the ad valorem roll you should see new and 

additions for the building coming back on the roll but on the special acts roll you should see loss and losses. 

 

 
 

As seen above we can see the advalorem parcel has new and additions similar to new construction but the 

IFT parcel has loss and losses similar to a demolition parcel. 

 

To verify these amounts you can use the same processes that were described earlier in this document for 

new construction and demolition.  

 

 

 

Property Class changes 
 

 

 
 

Class changes are probably one of the easiest things to verify as typically the software takes care of 

everything for the person actually conducting the class change. 

 

The number one rule that always stands true in class changes is that there should never be any equalization 

adjustment on the assessed side.  This is because all of the value from the prior year is removed as a loss 

and all of the new value coming back on will be taken as new. 

 

As seen above the assessor is taking 32,800 as loss which matches their prior year assessed value and they 

are then taking 40,600 as new which also matches their current assessed value.  When looking at the 

adjustment column you will see that they have 0 so they have followed the number one rule and are correct. 

 

Often times on class change parcels it is possible to have additions or losses for things like new 

construction or demolitions.  This is entirely possible and the headlee additions and or losses should be 

verified for accuracy using the methods previously discussed. 
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Exemptions coming back on the roll 
 

 
 

The 4021 indicates a sizable amount of New and Additions where the Previous Assessment was 0. In the 

absence of a change code, this is a clue that a previously exempt parcel is coming back on the roll. 

However, the fact that the previous class was not an exempt code is a hint that we might be looking at a 

Veterans or Poverty exemption. The Edit Parcel screen reveals that in this case, a Veterans exemption is 

coming of the roll as indicated by the letter “V” next to the previous year (as opposed to “P” for a Poverty 

exemption). Further, we can tell that the exemption was granted at the previous year’s MBOR by the 

presence of the “M” as opposed to “J” for JBOR or “D” for DBOR. 

 

 
 

The next step is to determine if the exemption was handled correctly. Because the previous MBOR 

assessed value was 0 and the property is coming back on the roll for the current year, we would expect to 

see New equal to 50% of the true cash value of the property and the current year assessed value. This 

amount of New should also be visible as the current year MBOR assessed value minus the previous year 

MBOR assessed value. For this reason, note that when a veterans exemption had been granted at the July or 

December BOR, the previous year’s MBOR assessed will not have been 0. In such a case, the expected 

amount of New will not equal the current year MBOR assessed. Remember that we’re balancing March to 

March. 

 

The tricky part is to calculate the expected amount of Additions. This must be done using the capped value 

formula which relies on the previous year taxable value. However, because the exemption has been in place 

for a number of years, the historical 0 taxable value cannot be relied on for the calculation of the current 

year capped value. Instead, we must calculate the historical taxable value that would have been on the roll 

each year had the property not been exempt. The last year the property had a taxable value should be relied 

on as the base. In this case, in 2011, the property had a taxable value of $74,948. These values should be 

entered into the top area of the “Previously Exempt Capped Calc For Additions” area of the Audit 

Spreadsheet as seen below. 

 

 

 

 

The Audit Spreadsheet will use this known taxable value for 2011 as the starting calculation for what 

would have been the 2012 taxable had the property not been exempt. This is observable in the third column 

of the sheet: “Prior TV if Not Exempt”. However, in order to determine the 2012 taxable value, we need to 

also know what would have been the 2012 assessed value, in the absence of the exemption. Double clicking 

the 2012 row in BS&A will open the 2012 Calculation Detail where we can see the Assessor’s Assessment 

number of 60,300. This number should be entered into the Assr AV column of the Audit Spreadsheet on 

the 2012 row, as shown below. 
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The same process should be completed for each year, leading up to the current year. Be mindful of the 

behavior of taxable value for each of the historical years with respect to inflation increases, capping, or 

uncapping. Although perhaps rare, it is possible for an exempt veteran property to transfer, uncap, and 

receive a veteran exemption from the new owner. While the taxable value would remain consistently 0, the 

uncapping did actually still occur behind the scenes and it is necessary to account for it in the process of 

rolling up the taxable value to the current year. In our example, the property transferred in 2014, triggering 

a 2015 uncapping. This is identifiable by the “U” on the parcel screen next to 2015 as well as the 100% 

transferred on the 2015 Calculation Detail screen. The uncapping should be marked on the Audit 

Spreadsheet with a 1 in the pertaining column as shown below. 

 

 
 

 

Lastly, the current year Additions from either the 2019 (current year) Calculation Detail or the 4021 should 

be recorded on the spreadsheet. 

 

 
 

The bottom area of the Audit Spreadsheet will show the expected amount of additions for the exempt 

property coming back on the roll. If the assessor has placed a different amount of additions on the roll, the 

difference is shown in the same area as the “additions from other sources”. In our example, the assessor has 

an extra 1,000 in additions. If the extra 1,000 is not attributable to another source (new construction, for 

example), then the assessor should be notified that the additions appear overstated by 1,000. 

 

 
 



 

 

 

Processing Your Assessment Rolls For 2019 
 

 

 

!  MCL 211.30(4) requires your 2019 MBOR assessment roll to be delivered to the 

County Equalization Department on or before the 10
th

 day following the 

adjournment of your March Board of Review or Wednesday, April 3
rd

, whichever 

date occurs first.  

 

The County Board of Commissioners meets April 4
th

 to review our 

report. PLEASE make every effort to get us your data ASAP!  
 

 

PLEASE bring your completed Check list along with your 2019 

 Assessment roll info. 

 

!  Please call and schedule an appointment with Robin or Jeremy at 810-989-6925 to 

assure someone will be here to accept your data.  

 

 

 



 

 
200 GRAND RIVER AVE. • SUITE 105  • PORT HURON, MI 48060 

PHONE  810-989-6925 • FAX 810-989-6328  • www.stclaircounty.org 

 

 

 

 

 

 
Assessors, 

 
For the 2019 Equalization process, we again are asking everyone for cooperation and 

compliance to make all of our jobs go as smoothly as possible. 
 

When you are finished valuing your unit, please follow the guidelines in your BS&A manual 
to correctly process your roll.  
 

Some special points of interest: 
  
The CPI adjustment for 2019 is 2.4% and is an automated update thru BS&A. Make sure that 

you are working with the most updated version. 

 

Prior to MBOR, Write Floating Values before you Freeze Assessor’s Values. Print & sign (by 
assessor) a completed form L-4037 ( separate form for each roll, Ad-Valorem & Special 

Acts). Please email a copy to EqualizationDept@stclaircounty.org and attach original to 

each assessment roll, Ad-Valorem and Special Acts, to present to your March Board of 

Review at the Organizational meeting Tuesday, March 5th (MCL 211.29 provides for city 
charters to alter date).  

 
After MBOR, enter all MBOR information and again, Write Floating Values before you Freeze 
MBOR Values. Print form L-4037 and have all Board of Review members sign & date. 

Return with other required documentation to Equalization within 10 days. 
 

On a final note, please complete and return the attached check list along with your data. It 
will be used as verification for compliance for any STC inquires. We will be unable to 

process your data without ALL requested information. 

 
Please submit full backups of your 2019 Assessment Roll using our ftp site.   

Instructions are attached 

 

Thank you for your cooperation in advance. 
 

St Clair County Equalization department 
 

 

 

Equalization Department 
JUSTIN SEARS, Director 



 

 
200 GRAND RIVER AVE. • SUITE 105  • PORT HURON, MI 48060 

PHONE  810-989-6925 • FAX 810-989-6328  • www.stclaircounty.org 

 

 

 

 

Windows 7 FTP website instructions 

 
1. Click Start button then click computer 

2. Type into the grayed address bar (top -  that says Computer) ftp://ftp.stclaircounty.org/ 

3. Log On As: Username -  equalftp 

        Password  -  sccftp 

4. Logged into the FTP site  Copy to and Paste / or Remove from here. 

5. Notify Equalization that you have posted file to FTP site when completed. 

 

Using Internet Explorer, attempt to connect and the site as any other website; 

will say cannot display page…that is OK. 

Once the address is attempted, select View and Open FTP Site in Windows Explorer. 

 

You may be prompted for the username/password more than once. 

 

 

 

 

 
 

 

 



UNIT NAME: ____________________________     EQUALIZATION STAFF:___________________________

Assr. Staff

Affirm that your “Assessed” & “Taxable” Values are in balance with your 2018 L-4023 ending values 

You must write floating values and freeze MBOR values before continuing.

1 Export and Provide to Equalization your VALUES.TXT file for ALL parcels INDEXED on Parcel #.

2 Export and Provide to Equalization your NAMES.TXT file for Personal Property parcels ONLY!

3 Execute & provide us with a copy of the following REPORTS:

a) Misc Totals & Statistics

 

b) Possible Calculation Problems (see screen shot page for proper boxes to checkmark)

c) List of Partially Assessed Parcels (if you have deleted any parcels)

d) L-4037 signed by Board of Review members

4 A “Hard Copy” of any “Special Act” rolls such as (LDFA, DNR, TIFA, REN ZONES etc.)

5 2019 L-4021 signed by the assessor (use the Eaton County format)

6 2019 L-4022 Assessed and Taxable signed by the assessor (1 for each separate roll you have submitted)

7 Execute report L-4023 from your db (to use to compare ours to yours) CHECK FOR FACTORS!!!!!

8 2019 L-4025 signed by the assessor Ad-Valorem & Spec Act run seperately

Signature

_______________________

Assessor Date

Please provide us with copies of PP statements for all of the UTILITY class, the 10 largest COMMERCIAL class, 

& the 10 largest INDUSTRIAL class when you drop off your roll.

For STC/ACD compliance, be sure to keep copies for your records>

2019 Check List of Assessment Data

(Your 2018 L-4023 is available on our web page)

            BEFORE YOU BRING IN YOUR ASSESSMENT ROLL DATA

Bring us your ORIGINAL assessment roll w/MBOR changes posted in ink. It will be returned after our review along 

with certification from the County Board of Commissioners.

A full backup of your 2019 Assessment Roll, using the BS&A back-up utility provided in the software.        

PLEASE use the “Generic” backup!!!!

Rounding set at Real Property  100,Personal Property  100,Taxable Value  1

The export file of Taxable Values L-4626  (CSV file from BS&A)

O:\Equal\2019\Annual Roll Processing PACKET\2019 Check List for Assessment Roll



Below is a screen shot of the fields to check when running a “Possible Calc Problems” 

report. Remember to verify or correct all errors listed in report. 
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Brian Busscher

From: Woolford,Matthew <matt.woolford@kentcountymi.gov>
Sent: Monday, October 17, 2022 2:37 PM
To: Brian Busscher
Subject: Budget Act Section 16 Truth in Taxation Reference Materials

  
  

Budget Act Section 16 Truth in Taxation Reference Materials 
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Created with OneNote. 



The following opinion is presented on-line for informational use only and does not replace the official version. (Mich Dept of 
Attorney General Web Site - www.ag.state.mi.us)

STATE OF MICHIGAN

FRANK J. KELLEY, ATTORNEY GENERAL

Opinion No. 6808

June 29, 1994

INCOMPATIBILITY:

County equalization department employee - township assessor

The public positions of county equalization department employee and township assessor in the same county are incompatible and 
may not be held simultaneously by the same person.

Ghazey Aleck

Clare County Prosecuting Attorney

185 West Main

P.O. Box 586

Harrison, Michigan 48625

You have asked whether an employee of a county equalization department may simultaneously serve as the assessor for a 
township within that county.

The incompatibility of public offices is governed by 1978 PA 566, MCL 15.181 et seq; MSA 15.1120(121) et seq, which, in 
section 2, prohibits one person from simultaneously holding two or more incompatible public positions. Section 1(b) defines 
incompatible offices as:

[P]ublic offices held by a public official which, when the official is performing the duties of any of the public offices 
held by the official, results in any of the following with respect to those offices held:

(i) The subordination of 1 public office to another.

(ii) The supervision of 1 public office by another.



(iii) A breach of duty of public office.

Based upon the foregoing criteria, a determination must be made whether one of these two public positions is subordinate to or 
supervises the other public position and, also, whether the simultaneous holding of these two public positions results in a breach of 
duty.

Pursuant to section 24 of the General Property Tax Act, 1893 PA 206, MCL 211.1 et seq; MSA 7.1 et seq, a township assessor 
shall perform the annual duty of preparing the assessment roll for the township. Once this duty is completed, an assessor has no 
authority to change the assessment roll. See, OAG, 1981-1982, No 6007, p 450, 456 (November 18, 1981).

The next step in the assessment and equalization process is county equalization which is a function of the county board of 
commissioners. Under section 34 of the General Property Tax Act, the county board of commissioners meets annually to examine 
the assessment rolls of the townships and cities and ascertain whether the real and personal property in the local units has been 
equally and uniformly assessed at true cash value.

To aid the county boards of commissioners in the equalization function and to provide assistance to local assessors if needed, each 
county must establish and maintain a county tax or equalization department. In this regard, section 34(3) of the General Property 
Tax Act provides:

The county board of commissioners of a county shall establish and maintain a department to survey assessments and 
assist the board of commissioners in the matter of equalization of assessments, and may employ in that department 
technical and clerical personnel which in its judgment are considered necessary. . . . The county board of commissioners, 
through the department, may furnish assistance to local assessing officers in the performance of duties imposed upon 
those officers by this act, including the development and maintenance of accurate property descriptions, the discovery, 
listing, and valuation of properties for tax purposes, and the development and use of uniform valuation standards and 
techniques for the assessment of property. [Emphasis added.]

In addition, the Legislature added section 10d to the General Property Tax Act in 1969 PA 203 to authorize the county tax or 
equalization department to make a local assessment when the local unit has no certified assessor. Section 10d(6) of that statute 
now provides:

A local assessing district which does not have an assessor qualified by certification of the board may employ an assessor 
so qualified. If a local assessing district does not have an assessor qualified by certification of the board, and has not 
employed a certified assessor, the assessment shall be made by the county tax or equalization department or the state tax 
commission and the cost of preparing the rolls shall be charged to the local assessing district. [Emphasis added.]

Under section 34 of the General Property Tax Act, the task of county equalization belongs to the county board of commissioners. 
Thus, the final action on county equalization is that of the county board, not its employees. The county equalization department 
reviews local assessment rolls and makes recommendations to the county board concerning whether changes should be made in 
the local assessments to achieve the required equality and uniformity of assessments within the local unit.

Prior opinions of the Attorney General have concluded that the respective positions of county commissioner and township assessor 
or supervisor are incompatible and may not be held simultaneously by the same person under 1978 PA 566. That result was based 
on the supervisory role of the countyboard of commissioners in reviewing and deciding whether to modify the assessment rolls 
prepared by the township assessor or supervisor. In addition, the position of township assessor or supervisor is subordinate to the 
position of county commissioner. See OAG, 1979-1980, No 5626, p537, 546 (January 16, 1980); and OAG, 1991-1992, No 6737, 
p 191 (October 28, 1992).

Additional authority is found at OAG, 1975-1976, No 5050, p 506 (June 16, 1976), which concluded that, at the common law, the 
positions of county assessor and township supervisor were incompatible. That conclusion was based on the role of the county 
assessor in reviewing, for possible recommended changes, the assessment roll prepared by the township supervisor in his role as 
chief assessor of the township under MCL 41.61; MSA 5.52.



Both OAG, 1979-1980, No 5626, at p 546, and OAG, 1991-1992, No 6737, at p 192, recognized that county tax or equalization 
department employees may provide assistance to a local assessor in preparing the assessment roll. Further, the Legislature has 
authorized a county tax or equalization department to prepare a local assessment roll when the local unit does not employ a 
qualified assessor.

However, the Legislature has not authorized the dual holding of these two public positions. Rather, in the former situation, it has 
provided that a county equalization department, in its oversight.role over local assessors, may provide assistance so that the local 
assessors can more properly prepare the assessment roles to be reviewed by the county. In the latter situation, the Legislature has 
assured that where a locality cannot or does not timely prepare its own assessment role, the constitutionally mandated process of 
property equalization and taxation may nonetheless proceed. The county equalization department, in preparing the local 
assessment role, is acting in its capacity as a county equalization department and not as an agent of the local unit of government.

It is the duty of employees of the county tax or equalization department to review local assessment rolls and make 
recommendations to the county board of commissioners concerning changes in those rolls where needed to achieve the required 
equality and uniformity of assessments in the local units. Thus, when the county equalization employee is also employed by the 
local unit, he would be reviewing his work as township assessor, thereby creating the supervision of one public position by another 
and the subordination of one public position to another.

Abstaining from reviewing the assessment roll in the township where the county equalization department employee served as the 
assessor will not solve the public official's dilemma. Abstention, as a result of holding two public positions, is itself a breach of 
duty of public office. only vacating one of the two public positions will solve the public official's dilemma. Contesti v Attorney 
General, 164 Mich App 271, 280-281; 416 NW2d 410 (1987), Iv den 430 Mich 893 (1988); Wayne County Prosecutor v Kinney, 
184 Mich App 681, 684, 685; 458 NW2d 674, lv den 436 Mich 887 (1990); OAG, 1989-1990, No 6637, p 125 (June 1, 1989).

It is my opinion, therefore, that the public positions of county equalization department employee and township assessor in the 
same county are incompatible and may not be held simultaneously by the same person.

Frank J. Kelley

Attorney General
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