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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 best 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 best practices within our industry. 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
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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.



COUNTY EQUALIZATION SALES STUDY

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:

TABLE TO DETERMINE THE % OF TOTAL TO BE SELECTED
FOR A SAMPLE STUDY

NO. IN CLASS % OF TOTAL
0-12 20*
13-18 18
19-25 16
26-37 15
38-50 14
51-75 13
76-100 11

101-150 10
151-200 10
201-300 9
301-400 8
401-600 7
601-800 6
801-1200 5
1201-1600 5
1601-2400 4
2401-3200 4
3201-4600 3

4601-6400 3

6401-9600 2

9601-12800 15

12801 15

*Depending on number in class, a minimum of 5 parcels

Refer to IAAO standard on ratio studies.

See Appendix E for IAAO Standard on Ratio Studies.
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In larger counties, there are typically sufficient numbers of 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 Appendix F for the most current STC CAMA Data Standards
Document.

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 15t 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:



Margen Degt. of Tremmey
I (e 5-17)

L-4017

2019 24 and 12 Month Sales Ratio Study for Determining the 2020 Starting Base

This form |5 utiized with yoor Saies Rato Study 1o determine the ratic and true cash yaiue amounts entered on Form 503, &naiysis for £ ¢
NOTE: PAGE 2 CONTAINS INSTRUCTIONS THAT SHOULD BE REVIEWED PRIOR TO COMPLETING THIS FORM
Courty Nams: Cy oo Townahp Nane
MACOMB LENOX TOWNSHIP
(Classfication of Fopety (Ag, Corm, Wes, el |
4 01 Residential Sales Study
2017 to 2018 Adjustment Modifier
1. Enter the afer from the 2018 fomL-4023 M08 405.....coccocoomimmacsmnscieamsassasmsamssenaciansne 1 203,715,800
2. Enter the aszeszed valuation before 3dustment from the 2018 fom L-4023 e A03.......oiimuuuumunsioamenemsiccemsceae 2 201,267.323
3 2017 10 2013 Adjustment Modfer. Diide line { by e 2 _ 3 1.0122
2018 to 2019 Adjustment Modifier
4. Enterthe after from the 2093 fOMA L4023 BNE  805.....oocceoeceecrerrcsecsmas s msnesceaenee 217.772.840
£ Enterthe before adu oM the 2019 f0rm L-4032 M08 803 .....oooimiimeemiootetosscsmesimasmsteens 5 205,534,100
£.2018 10 2013 Adjustment Modfer. Divide line £ by (me 5 s 1.0595
2017 to 2019 Adjustment Modifier
7. 2017 10 2013 Adjustment Mod®er. Mutiply fne 3by Ine § ' 1.0724
24 Month Sales Study
N . e Appicabie Acjusted Towy Adusted
Vowe ot Cwes Nugriw Total Ady Adjasted % Rato
Asinet Sweioe o L Vake ‘or Syies Moder Valke Prices food ¥ = el G|
2017 a7-gn7 | 51 4.282 800 1.0724 4502875 9.503.051 42 G
2017 WT-318 | 41 3,342,400 1.0724 3584390 7453200 43.00%
12 Mooth Totmi Saed| 82 12 Mo Totnl Ealed 8,177,265 16,956,450 48.23%
2018 15-9118 | 55 5,003,300 1.0585 5,200,096 11,585 264 45 5%
2018 ME-318 | 45 3.508.200 1.0885 3718738 8,072,400 48 57%
12 Moot Tetnl Swe| 100 12 Moot Todul Safer 9,013,735 19,659,364 45.88%
24 Month Total 3adec| 192 | 24 Month Tote Sates 17.197.000 I 36.615.814 U 4w L4055 Mot
*24 Month Mean Adjusted Ratio | 47.06%
* important:
For sales from Apai 2017 through March 2018, dvide the 12 mon total ‘Adjusted Assassad Value'
by the Total Pricas for Sales’ to get e 12 month ‘Adjusted % Rano’. Repeat this process for s3es from
Apeil 2013 through March 2012, Finaly, sum the two ‘Agjustad % Ratios ana dvide the resut oy 2 10 get the
"Mean Adustad Rallo’. The 'Mean Adjusted Ratio’ in column H is camiad to Form 603 (L4018).
12 Month / Single Year Sales Study L-4047
N . e & Appicabie Acksted Toaw Adusted
Vo ot Taben Nt Totai A Prices Rao %
Asmmrinet Pweae of L Vake f%or Saies Modster Vake for Saies o F = el G|
2018 W0ME-313 | 45 3.508.200 1.0885 3718730 8,072,400 46.07%
2018 413-wis | 62 5214300 1.0000 5214300 12,241,885 42.5%%
12 Month Tt Suies | 107 | 12 Month Totel Sabes 8,933,039 I 20,314,285
™ 412 Month Aggregate Adjusted Ratio 4397%

** important:
For s3les from OClober 2013 through September 2019, divide the 12 maonth 0t 'Adjusted Assessed Value'
Dy the ‘Total Pricas for Ses’ to gat 1 12 Month Aggragate Adjusied % Rato’. The ‘Agaregate Adjusted
Ratic' in column H s camad to Form 603 (L4018).
2017 March Board of Review valuations are compared with sales ransacted duning
the last nine months of 2017 and those oansacted in the first three months of 2018.
2018 March Board of Review valuations are compared with sales tansacted during
the [ast nine months of 2018 and those ransacred in the first three months of 2019.
2013 March Board of Review valuations are compared with sales ransacted during
April through September of 2019.
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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
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 G for the STC Assessment/Sales Ratio Study Guidelines.

When running and analyzing the L-4015, setting the ratio parameters must be considered.
There are two basic ways to set the ratio parameters for the L-4015, either by a flat ratio
(i.e. 80/20) or by statistics (i.e. using 2 standard deviations). Using a flat ratio has been
upheld in the Michigan Tax Tribunal to be a uniform technique. In 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 between
units.” See Appendix H for the Final Opinion and Judgement of MTT Docket No.
345838.

When a flat ratio is used to set the parameters of a sales study, simply the sales outside
of the set parameters are not used in the analysis. When statistics are used to set the
parameters, all of the sales that have been determined to be arms-length are used, then
the parameters are set by the statistics of the data.

Both directors and assessors should pay close attention to make sure the totals from final
L-4015 are used for the final 2793, and the ratio from the final 2793 is used on the L-
4018.



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. Similarly 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:

TABLE TO DETERMINE THE % OF TOTAL TO BE SELECTED
FOR A SAMPLE STUDY

NO. IN CLASS % OF TOTAL
0-12 20*
13-18 18
19-25 16
26-37 15
38-50 14
51-75 13

76-100 11
101-150 10
151-200 10
201-300 9
301-400 8
401-600 7
601-800 6
801-1200 5
1201-1600 5

1601-2400 4
2401-3200 4
3201-4600 3

4601-6400 3

6401-9600 2

9601-12800 15

12801 15

*Depending on number in class, a minimum of 5 parcels

Refer to IAAO standard on ratio studies.




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:

015 Lenos Townuwp Requered Sampics by Occupancy withun Property Class

[aGmecuLTURAL [ ——

COAMAG B0 1AL Req I WO TRIAL L Numter

N of Touut Nl T
o Vo Buddung Type Stugy Class Cast Yy, Buridog Tyve Stugy Class Qs

100 007 12 162 190 oo 24.50%
Vbt % Sueied

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
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:

Appraisal Study Listing (L<4015a)

MALOMI COUNTY | ENOX TWP INDUS TIAL 20192

Parewl Code Asamaand Vilue Appentaed Value Ratio Comments
4

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.



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.

Mctsgun Coparmrent 2t Traamar,

a3 L-4018R

State Tax Commission Analysis for Equalized Valuation of Real Property

pooor Nare K Tearit s Rame Sty oy [SEET—Te
MACOMB COUNTY LENOX TOWNSHIP 2019 2020
SLetsmen Classfcaton Sample » Rato
Assessment Roll Class#caton ampk o 2 femarks: Type of Sudy for
No. of Asgansments 10 True Cash Vilus
Clasy of Real Property || Assessed Value > True Cash Value Assmsyed Value Each Class
Parcels taisal
100 Agricultural 44.567,7 =1 14,210,756 5,659,600 47.14% 54,543,275 AS
200 Commercial 57,543,808 33 17,715,264 8,526,500 43.12% 115,583,557 AS
o -t - - -
300 industrial | 1.‘.{:13,:0} 12 4,312,2113 2,143,200 49.84% 4:,3?1.155 AS
|
400 Residential | 22488788 192 47.06% 477.874,7134 N
I .
500 Timber-Cutover || NC
|
600 Developmental | NC
|
TOTAL - REAL | 349,612, 44080 288 47.41% 737,373,333
AL Appraisal Study C5: Comared Sl & 51 One Yo Saley Study RY Rwcocd Venfcaton
NW. New Class Appraisa Study 52: Two Year Sales Study AU Aude
INC: Nooe Classilied RA Reappraisa O One rundeed % Study CT. Clase Transler
9 Estimated Values (Explain)
Remarts
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COUNTY EQUALIZATION PERSONAL PROPERTY STUDY

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:

Statements Audits RequiredUsed
Community Entered Used | Entered Entered Used Com ' ind ! util
Com Ind I Com Ind Utilities Com Ind i Com Ind Req Used Req i Used Req i Used
CENTER LINE 30 16 28 16 5 11 1 9 1 27 a7 3 17 5 5
 EASTPONTE | %2 | 4 2 | 4 | 6 10 2 8 2 s | s0 | 1 6 6 6
FRASER 2 | = 39 | 22 3 7 s 7 s 40 | 46 | 16 2% 3 3
MEMPHIS % | 1 T 2 3 0 3 0 7 | 43 | 1 1 2 2
MT_ CLEMENS 48 0 1 4 14 2 12 2 41 56 3 3 4 P
NEW BALT 2 4 | 25 3 2 1 3 10 3 27 35 5| 2 2
RICHMOND CITY % | 3 20 | 3 4 8 1 8 1 21 | 28 | 1 4 4 4
ROSEVILLE | 2 68 22 6 3 5 20 3 68 | 88 | 15 2 6 6
~ scs | 8 | 4 | 4 8 u 1 27 1 2 | 10 | 3 5 8 8
STERLING HTS 143 % | 1% 34 10 37 13 Y 13 114 166 3 | 47 10 10
utica | 3 1 ] 3 | 1 | 4 8 | 1 | s 1 31 36 1| 2 i |
WARREN s | 49 e | 42 | 23 o | 16 0 | N 23 | 15 | 3 &9 | 2 23
ARMADA TWP 3 | 4 2 | 4 | 12 3 | 2 2 | o 3 | 14 | 4 s | n» 12
BRUCE TWP 7| 1 9w | 1w | 1 6 | 3 s | 3 24 | 23 | 8 7| 14 14
_CHESTERFIELD | 64 2 | 6 | 22 | 13 B | 6 | 15 4 50 79 u | 2 3 13
CLINTON TWP 164 128 | 121 129 14 63 2 @ 4 12 126 162 20 @ 181 W 14
" HARRISONTWP | 3B | o 1w | 6 2 10 4 7 4 2 | 45 7 10 2 2
GRS PTE SHR 2 | 7o PR T 0 0 0 0 " 0 0 2 2
LENOX TWP 0 | 1 25 | 8 | 28 7 2 7 2 23 | 32 3 10 28 28
MACOMB TWP 74 B | 74 12 21 2 4 20 4 16 94 8 17 21 21
RAYTWP | 1 0 | 12 0 23 4 0 3 0 14 : 0 0 23 23
RICH TWP 8 . 4 8 ' 4 . 17 1 1 1 1 8 9 1 5 17 17
SHELBY TWP M | 21 m | 21 | 12 % | 1 29 3 92 | 142 | 18 0 | 12 12
WASH TWP 8 | 1 57 | 14 | 20 2 | 4 1 s 42 | 68 | 4 18 | 20 20
Totals 1387 | 407 | 1235 | 39 255 398 | 98 | 300 85 1087 | 1535 | 200 475 255 255
T Entered Reguired Used
2545 1542 2265
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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.

COMMERCIAL PERSONAL INDUSTRIAL PERSONAL COM / IND COMBINED unuTy TOTAL
PERSONAL PERS PROP
% needed %
% class % class for study combined 100% of class is
CcVT Community #of parcels sample size  studied #of parcels sample size  studied (comb)  sample size dasses sample size sample size

01 Center Line 329 37 11.2% 19 17 89.5% 8% 54 155% 5 59
02 Eastpointe 939 50 53% 6 6 100.0% 5% 56 5.9% 6 62
03 Fraser 658 46 7.0% 164 26 15.9% 6% 72 8.8% 3 75
04 Memphis 46 49 106 5% 1 1 100 0% 10% 50 106.4% 2 52

05 Mt Clemens 913 56 6.1% 24 3 12.5% 3% 59 6.3% 4 63
06 New Baltimore 343 35 10.2% 20 6 30.0% 8% 41 11.3% 2 43
07 Richmond 252 28 11.1% 6 4 66.7% 8% 32 12 4% 4 36
08 Rosevile 1,355 88 6.5% 149 25 16.8% 5% 113 7.5% 6 119
09 St Clair Shores 1,467 101 6.9% 13 5 38.5% 5% 106 7.2% 8 114
10 Stering Hgts 3,048 166 54% 404 47 11.6% 3% 213 6.2% 10 223
11 Utica 401 36 9 0% 2 2 100.0% 4% 38 9.4% 4 42

12 Warmen 4,183 159 3.8% 496 53 10.7% 3% 212 4.5% 23 235
13 Amada Twp 132 14 10.6% 22 4 18.2% 10% 18 11.7% 12 30
14 Bruce Twp 264 23 87% 70 17 24 3% 8% 40 12.0% 14 54

15 Chesterfield 980 79 81% 151 28 18.5% 5% 107 9.5% 13 120
16 Clinton 3,085 162 5.3% 233 141 60.5% 3% 303 9.1% 14 317
17 Harnson 379 45 11.9% 56 10 17.9% 7% 55 12 6% 2 57

18 Grosse Pte Shrs 8 1 0.0% 0 0 0.0% 0% 1 0.0% 2 3

19 Lenox 257 32 12.5% 19 10 52 6% 9% 42 152% 28 70
20 Macomb 932 94 10.1% 74 17 23.0% 5% 11 11.0% 21 132
21 Ray 139 15 10.8% 2 0 0.0% 10% 15 10 6% 23 38
22 Richmond Twp 67 9 13.4% 5 5 100 0% 13% 14 19 4% 17 31

23 Shelby 2,265 142 6.3% 169 30 17.8% 4% 172 71% 12 184
24 Washington 709 68 9.6% 25 18 72.0% 6% 86 11.7% 20 106

Totals 23,151 1,635 6.6% 2,130 475 22.3% 2,010 8.0% 255 2,265

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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EQUALIZATION DEPARTMENT
One South Main, 6" Floor
Mount Clemens, Michigan 48043
Phone: (586)-469-5260 Fax: (586) 469-5423
www.macombgov.orglequalization

Mark A. Hackel Krigten B, Siglaff
County Executive Directar

Sandy Birkenshaw, Manager
FReal Property Division

Mary Senith, Manager
Porsomal Property Division

January 13, 2020
SUBJECT: Personal Property Statements and Audits

The Equalization Department is requesting copies of the 2020 Personal Property Statements and
the 2020 Affidavit & Statement for Eligible Manufacturing Personal Property & Essential Services
Assessment from your community. Please attach ALL leasehold improvement forms as they are

needed for correct calculations. Do not include any Leasing Companies, businesses that filed
Form 5076 or Form 5278 that doesn't have any information on the Ad Valorem side, As a

reminder, please do not send in statements that are ESA only, estimated, 0 AV or 'same as last
year. Please make sure if there are leasehold Improvements to include a copy of the items. The
number that we are requesting from each community Is attached.

If you would please scan and upload them to our SFTP Site:

Site: sfip.macombgov.org

Username: equalization
" Password: #Equalization1

or copy and send them to the Equalization Department as soon as it is convenient, it would be
appreciated. If not, someone will contact you in regards to picking them up around March 20%. As
a reminder, please scan your personal property statements as pdf files. Only ONE statement per.
pdf file so they can be attached to the individual record, Please also include a copy of your EMPP
list for your community.

When you receive the Utility Personal Property Statements and have the Current Assessed Value
placed on them, please scan and upload them to our SFTP Site or copy and send them to this
department as soon as possible so that we may review the figures prior to March BOR.

On the SFTP sife is a copy of the Personal Property Audits that will be
conducted in your jurisdiction this summer.

To avoid duplication of audits and confusion to the taxpayer, it is
imperative that you review this list and return it to the Equalization
Department by March 2nd with any changes. Your cooperation is
greatly appreciated.

If you have any questions regarding the contents of this lefter, please do not hesitate to send an
email or call directly at (586)466-4156.

Sincerely,

Mary B. Smith
Manager/Auditor

Personal Property Division

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.
Businesses chosen for audit in the past but didn’t respond to request for information
at least 2 years prior to current year.
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e Businesses that have never been audited before and have been in business at least
2 years.

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

e Recommended for audit by local unit.

Here is a copy of the audit letter we use:

EQUALIZATION DEPARTMENT
1 8. Main, 6" Floor
Mount Clemens, Michigan 48043
Phone: (586) 469-5260 + Fax: (586) 469-0813
vewwy, macembgov.om/equalization

Mark A. Hack .
County Exeg:?wgl March 2, 2020 Kristen M. Sielolf

Director

‘Sandy Bitkenshaw, Manager

C B 5 BORING & MACHINE CO 03-250-34487~00 Real Property Divisicn
34487 DOREKA
FRASER Ml 48026 Mary Smith, Managsr

Fersonal Property Division
Macomb County Business Owner:

In accordance with Section 34 of the General Property Tax Laws of Michigan, the Macomb
County Equalization Department annually engages in the study of Personal Property Valuations.
Therefore, to insure that all taxpayers have been equitably assessed, it is necessary to verify
the Personal Property Statement that was requirad to be filed via an audit. The auditor will need
to have access to: the current Personal Property Statement, depreciation schedule,

" balance sheet as of 12/31/19 and any other pertinent documentation that was used to
prepare the Personal Property Statement so that we can establish the original cost and year of
acquisition of all assets at this location. If you are sending the information, we are raguesting
that the supperiing documents be sent in an excel spreadsheet format. If you are unable to
send the documents in an excel spreadshest, please make sure the infermation is legible.

Please select one of the following, sign and return this letter to:

Equalization Department, 1 S Main St, 6th Floor, [it. Clemens, NI 48043
fax to 586-469-0813 or email mary smith@macombgov.org by March 27, 2020,

_ 1. My financial records are located at this office.
__ 2. My financial records are located at my accountants/corperate office,
. 3. | will send the financial records that are requested by April 30,

DO YOU OWN ANOTHER BUSINESS? Location

If you selected 1 above, you will be contacted at a later date for an audit at your business.

If you selected 2 above, please complete the information below. Your signature authorizes the
Macomb County Equalization Department to examine the records of this business, A separate
appointment will be scheduled with your corporate office/accountant to examine your records.

If you selected 3 above, email, fax or send the required information (see above) by April 30 .

If we don't receive your response by March 27 or your financial records by April 30, an zudit
will be scheduled at your place of business. If you have any gquestions, call Mary Smith at 586-
469-5260 or email mary.smith@macombgov.org.

Accountant/Corporate Office Info: Authorization:

+ Name Owneritfanager's Signature
Fim . ’ OwneaManager's Printed Name
Acdrass ] Suite £ Odficial Title

(Area Code) Phone
City, Stale, Zip
{Area Code) Phone

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
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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2010 PERSONAL PROPERTY AUDIT
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RETURNS - Name & Address

CITY  TOWNSHIP OF LENOX
2019 INDUSTRIAL PERSONAL AUDIT STUDY

True Cash
Value

26-06-90-113-002
DOMESTIC FORGE & FORMING
58171 MAIN
26-06-90-120-004
HIROTEC
312861 COMCAST
TOTALS

Total Parcels: 2

5 128,752

3 42,024

5 170,776

Ratio

5382

49.97

52.88%

MACOMB COUNTY EQUALIZATION DEPARTMENT

Assessed
Value

k3 69,300

S 21,000

5 90,300

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:

M Pugas Dmpuartwmert if Tonasans

o L-4018pP

State Tax Commission Analysis for Equalized Valuation of Personal Property

£o— Aeme E oy Sy Mee Yoy o [P
MACOMS COUNTY LENOX TOWNSHIP 2019 2020
v #af Class 3 < -
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250 Commertial 7 435,25 2275008 45733% AU
23 5,050,962 4,583 0008  50.00% RV
7,371,000 12 9.545.217! 4,771 '.\)a &9 58N 14,747 B
350 austne | ] 170,776 50,3004 51 53% AL
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STRATIFICATION

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
parcels can be found on the L-4022 and the L-4023 by running them with marked parcels
selected.
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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 titted 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

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:

e 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

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

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

e 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 Equalization 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.

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.
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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. | 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 | for a sample of audit procedures.
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BALANCING/SETTLEMENT CHECKLIST

The local assessing function and county equalization function are intertwined with forms,
reports and deadlines. However, once a year, the Equalization Department must balance
the ending numbers from the prior year’s assessment roll and the beginning numbers for
the current year’s assessment roll.

The timeline for this falls between the printing of the assessment change notices and the
finalization of the local Boards of Review.

In some counties, the Equalization Department completes a Pre-MBOR audit where the
assessor supplies a copy of the database and other forms and documents. (Please see
the Audit portion of the handbook for a detailed description). Other Equalization
Departments balance, audit and settle the assessment rolls Post-MBOR.

This portion of the handbook covers the different forms, reports and documents that
counties may require for balancing.

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. A timeline is most
important if the county coordinates any printing of the assessment change notices.

Benefits of providing a Pre-MBOR audit includes a second set of eyes on the assessors
final rolls. Review to make sure their current and prior year’s totals balance. To make
sure they have met ratio in each class before they mail the assessment change notices.

Of importance is to make sure that all forms and reports are printed “ad valorem” only.
While many departments balance special act rolls, we only equalize on the ad valorem
roll. This may require several forms and reports, one for each roll.

One of the reasons for supplying printed documentation in addition to a backup of the
database is to make sure the data is correct when transferring the information using the
current technology (backups, exports, imports, etc.).

See Appendix J for a sample of annual assessment balancing/settlement checklist.
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FACTORS

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.

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.

e Apply the factor in BS&A (see instructions from Laurie Spencer) 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.

Make a copy of database before entering factor for reference — rerun
taxable reports & L-4025 for L-4028 — must be entered in both
Equalization & Assessing Database. The state gets both the assessed and
the CEV when uploaded.
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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

L-4025 before factor with tentative TV based on AV

L-4025 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.

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 to your 2021
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 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 Il 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:

e 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.

e 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
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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

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. Itis 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
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.
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**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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Metvpan Dot of Tresklury
70 [y 6160

2019 24 and 12 Month Sales Ratio Study for Determining the 2020 Starting Base

L-4017

This torm = Lallized with your Sales Rato Study 1o determine the ralio and nse cash velue amourts antered on Form 603, Analysis for Equaiied Visaalion
NOTE: PAGE 2 CONTAINS INSTRUCTIONS THAT SHOULD BE REVIEWED PRIOR TO COMPLETING THIS FORM

County Name:

]Cm r Townatg Nara:

Clasaiicunon of Progany |Ag, Com, Res e |

1 Agricultural Sales Study

2017 to 2018 Adjustiment Modifier

1 Erterthe olter ad)

bom the 2018 form L4023 bee 105

2 Erver the assossed valunton before adjastmont fom the 2008 loms L0223 Ine 103, . oo rreecasmaeseraeinens

3. 2017 10 2018 Adjusamant Modifiar, Divide fine 1bylie 2 ... i rp— A e R 0.0000
2018 to 2019 Adjustment Modifier
4. Enter the assassed valuaton after adjstmant bom the 2095 form L4023 ee 105
S Ertwr tha assassed yaluation before adhsiment kom the 2019 foom L4023 fne 103,
6. 2018 %0 2019 Adustmert Modfint  Dtvicle line 4 by ine & 0.0000
2017 to 2019 Adjustment Modifier
7. 2017 to 2019 Adusament Modfior, Mutindy ine 3 by line €
24 Month Sales Study
. " e > Agghcable Adustea Total Adjusted
Yaoral s Nt Towl Assesaed Adpsatmern Assessod Adusten % Ratio
Asseridimest Prrvre 21 Sios Value for Sales Moai ter Value Proes (ool F 400l G)
2017 41T - 17 0.00%
2017 1017 - 318 0.00%
12 Mersi Totet Sk 12 Mt Tt Seles) - - 0.00%
2018 4/18 - Q18 0.0000 0.00%
2018 10/18 - 3119 00000 0.00%
12 Montm T onad Saies| - 12 Movth Total Sabee) - - 0.00%
24 Monah Total G 24 Morth Total Safes| - | -
*24 Month Mean Adjusted Ratio 0.00%
* Important;
Far sales from Apnl 2017 through March 2018, divide the 12 month total '‘Adusted Assessed Value'
by the Tota! Prces for Saies’ to get the 12 month "Adjusted % Rato’. Repeat his process for sales from
April 2018 through March 2019, Finally, sum the two 'Agjusted % Ratios and divide the result by 2 1o get tha
Moan Adjusted Ratio'. The ‘Mean Adjustod Aatia’ in column H is carmed to Form 603 (L-4018;
12 Month / Single Year Sales Study L-4047
N . e L Asphcable Adyuzted Towt Adjusted
Yoar af Suren MNorrter Total Asaozsod Adpstment Assos00d Pooes Rato %
] Pywiod af Nk Vislue foe Salun Mo far Viluw dor Salus (eel F+eal G)
2018 1018 - 349 0,0000 0.00%%
2019 418 - 19 1,0000 0.00%
12 Moot Tota! M-D 12 Mosth Total Sabas] i | -
** 12 Month Aggregate Adjusted Ratio
** Important:

Far sales from October 2018 through Saptamber 2019, dvica the 12 month salal 'Adjusieod Assessed Value'
by the ‘Total Prces for Sales’ ta gat the '12 Month Aggrepate Adjusted % Ratia'. The ‘Aggregale Adusied

Rato' in column H s camed 1o Form 603 |L-4018),

2017 March Board of Review valuations are compared with sales transacted during
the last nine months of 2017 and those transacted in the first three months of 2018.

2018 March Board of Review valuations are compared with sales transacted during
the last nine months of 2018 and those Iransacted in the lirst three months of 2019.

2019 March Board of Review valuations are compared with sales transacted during

April through September of 2018,

AN 82020
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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.

45



oguaydde J) Apnie oyl o3 Sulejes SHEWOS JouG J0WS TSRIEWY
"UOQEISERD Byl W SuuUn

JENERAIPLY DL JO SorseA Ysed ong popokud oyl Buruwes Ag anjen,
YseD) aN1) peRNilg |P90) DS ORI SNJEA YseD snuy pajoaloig
So'ey

= pededsip GLa5 0) suasep ams Supen pelesdap pu Siousep inoy
©F POPUND] B J|1 DRt Y] USGRIGSSER 3G )0 aryey, Yse) oruj

ioud |0 aug Aq BJ) O AN[IA DASSASSY B3] ALY

1888 LOYEZIENDS AG Devmape) med Apms WU

SRy LuNoo SAILT

(deoay pejoy) Asewwing Aunod “SNOLLONYLSNI

POBN BEM GN(BA PUIOUISS BU) Aum UoGEURKIXE [q &

o seead ‘'add Aprs ¢ s pojoeis SEM G2 I (sepog adhy Apms
oy dde Ao B o) BUgei B mwe) s o ey
Apnis pourgLuoy

¥ 204 £ G000 Woy 20 JpNIS PAYINAS R 1) 7 ABEC Wioy pesn &
UOBIESSRE BIG J0g ANEA USED SO PRIISI0KT (BI04 SUL UALL ADMS

10 pagiRugs @ Suisn i JION ' BESIRI0dy OF JUeLISSassy

Sapiip 4G agRs syl 1eT srsesddy o) Vv 00RY %
‘posrdial AyuD o [anEA Yse) anuy sjdweg
pannbal A1us ON SenpEA P v slduns

WONRIYKSED

U pepnidul speued Apme J0 160G

1R90) B0 T TH10dsRY O ON
(S.£200 1) 59952 BUN RORAPI|

PR, TURLIND QUL W04 UDAEIFSERD A 20) BRBA PIESIRSR U B j0
1S BUL St SKIL (€200-7) POIZ Sl WIOK VOREXEERE Suy) JO ANIRA
possrsy Bupus s med JUeLrD 0] e BT JONEA POSSessY
paanbas Aijue o (ApMs paviqued

OURY Y., B AQ UOCHEYISSED BU| JO _Sajen Possassy, Bupmip o
orges yses anuy pepolod oyl 10U (eNjEA YseD ani) pojoofoid
Apms pauguod & w0y £ B0ed Was 10 Apg pageIS & X 2 eded
WU PESN &) UDESYSSER By ) O0Ey % Apmg. Gunnses syr veul
‘Apeus poucwoa 2 pegrens ¥ Busn j) (Lo0r- VL0 £64T Loy oyl
w0y} Cuei SgEodde By3 1009 Apns sofes & Busn | 310N (526
S8 PAARIORD GLAE0)

1P OM) DU DaRU|dRI PUR RBWDAP 0y

pasnbas Aljus oN :pnig peypeng

peunbes Ague oy tedh) Apmis

PaonpO

ApNis 1ed J0 sunsa) Apngs au) Auedosd 188) JO LOTBIREEER
JORE LILAM DI6Yy BEUdoIdeE Bul ajul Jjus Buiwonoy ey) 204

o) pap DG (I ORI S| PIRD S| Sy, SlA] ANS Uaum e iues
Aprys mesdcs sug jo Shim, USED oL, 8@ Aq sn(e pessessy, sul
Bupiap Ag ofies sy ey sjesinddy o) v oney %
ApNIB PEAIGUIOD JO ARCGE DBYGRSE ApNus e B Busn j) paunbau
Ale WED ON (ILON PREN B Sy, 0K Aon]s uegw mdwes Apnis
jespuckde B O BNEA YEEI B0 8] MIUT SNjEA YsED oL sxduies

Apras paurquios 40 Aonis paywens Sprs sopes & Busn | paanbos Agua
TEpR ON FLAON LOSESYISSUR U] |0 SNDA POSSIEEY LRIRW FE SOEA
WA PSS CRIE R _HO, Il PISN 81 Sy, #0K) Apnis usum aplwes Apnis

[ERRIATR BU[) JO MRA PESSIRSER 31| JRIUT JaNEA PIsIsey apdwes

‘opckues

APros Syl W PApNEIL) SRaIEd O JACUINU Sy SIUT SSR0IEg JO “ON
(E201~71) 1812 BUL WI0Y UOIEAESED )

1 o0y possessy Bupus & el B By) U [eNjEA POSSISSY

ULO) S| O ¢ SORE LD SUCHINASU! IYL MORO)

U %0Q W4 $9UD 'pesn B Kprus

¥ i hprig pauiquiog

ey Syt o 2 ebed Lo EUREINLSU) B1)) MOPD)

puE X0q 51} 42043 ‘pasn 51 oms pagnens e i :Apaig poyneng
o) SN0 Buipee 56000 SdAL APras, mil 185N puno)

B UED DOSN 6q Of 8800 AIEELD OM DY) JLON UVOMIEIYRSED
o 205 ONYEA EED ang poefosd oyl ujeg of posn sedds Aoms

o Amuapy 158G 1R 3OO0 JNIEIRGD OM) el o3 adAy Apmg

pEOrpUSa

Apros yoes yo sprea; Aprgs s Auadoud |88y 10 VONEDYESED

YOS L proy srudosdde 3w oy Jops Sumogoy oy Jo4

A LOURAIRNDS A Pawc(a) 1ReK Apogs wepD

A 10 dryramos 1) x0G eqeudosdde 3 ¥OBYD DU DL UM 0T

ey Alunao eeu

‘4 obed ‘'SNOILONYLSNI

Apnig Sa[RS JewA OML ZS

ApMIS S9IBS JPAA SUO LS

() sonpey pojewyssy g3
AONIS % PRIPUN SU0 HO

pseiddesy vy
POYISERD SUON ON

SH|D) MON N
Apms msmicdy Sy

s3poD adAL Apms

VAN - TYL0L

1iUBUdoSA90 009

J8AC)ND-I8qUIL 005

FNUIPIERY 00Y

[EUESNPU| 0OE

|PRulaua) 00T

reingnoely 0oL

sjuawssassyl
onry W

peidsfold

anjep ysed aruy  Jeeseddy 03] anjeA YseD onU) | OnjeA passossy | sjedsey

00N

fprig Apms
PaUIQWOD | peynens

odAy
Apmys

Kuedoig
reay Jo ssed

ajdwes

UOHIBILISSELD 110N WIWSSIESY

diysumoy D

P s i | [ Jebs Apmis

a—.oD

(30 WU ade wowua | euiky dipsume A

vy Apees

dgLoP-1

Auadoud 1eay jo uonenjep pazijenb3 1oj sisAjeuy UOISSIWWOY Xe] 3)elS

4 wlug gi-s0 M 003

Ainseai) jo waugedaq vedrpy

46



Wiy sy o | ebed vo pesajue 9q os|e pnoys Sxsewas Apnis

a0y (posn sum Apngs poy O3 Agw vofeLE)te Jaug E) Aprus sy N vwnjoy
UOHEDYIBSRLD BUY 0] Pd|) BNEA ySeD 8N} Peloefid, Sl Ly wuoj

841 4o ¢ 808d U0 PEIBIUS USY) 51 Y. Ul |B10) BUL " H, UWNISD JO NS (6301 BUL J9IUT I UWINOD
"0 UWINGD U1 SOfIR #4) JO wns

by 0 _3!:.! 5 oney % ApmS, [e0s 041 "FION Ssep Auadoud pas aeudoidde oy 10§ PRy
W O S| W NN %, 0L OjU| WOy Byl O | 86Ed o paisiue LBY| S| oleY %

>v2m _m—o_ ozh WL L o) 80l A 3, Wi 18301 8y) Bupiap £Q PSIeInojes S 830) Byl ) UUNoD
VOORIYPSSRID BT 40 (£Z09<T) POLZ WNO4 WALND B WOy INPA Passasse Suipua sy uwimu

PINOUS WBUNCD S} 23 (9391 ax() ‘TLON 5590 APacoad [Be) seudoiods syl 20§ BUIDeay UCARIYIRR|D
HOY ISWRSSERY, Hu1 JFPUN Dy BNIEA PEFSIEEY, BUL CNU| WO B J0 | S06d L0 PeUBs DRE S N,
Ut €301 syL 0006 GNS JO AN DEssassy S RS INBLND, O ULNI09 O WIn (0] BU) MU ) Len|e)
LOduIng L pUs S0t (0 0N, 7 UAINOD JO USTS 0T B JeUS IF Uwn|o)

*SIVLOL AGNLS G314I1VHLS FHL ONILITINOD HOJ SNOLLONYLSNI

dnaub gns oy BGULSOP o) SyEUL) BpAcId ©f PEZIIN S1 DIty SIY) - SHIELeY, | ywno)

SO0 4 Q. epinp Apns |eseadde

10 Apmis 88 B 104 ADNiS PAIBUAES UB J0f SNFEA BB BN Peloalod Byl JEIUT TH UWNO)
(LPOP-TLI0#=T) BBLZ WI0J WO 0981 S5 J8105 APnis $8(6% # J04 110N

LA Ag_ 3, somp (2) 10 4. Ag .. spaip {4) perpnpuoa Apnys jo edfy sy uo Bupuadap shem
JURBLP O PUIENIED 8q UED 0G4, ApNiS, ey 'dnaib gns o) J0) Ol 8 JuW3 D uwnpe)
paunbes Apue eep ou Largs sees 2 104 [JLON ‘axwes

) U| PBEN B|8URT BU) JO BN(BA USBD SNUI Sy) JEILE PEINDLOD SEM ADNIS |eseaddy Ue §| I4 UWNPD
‘paanbal Aqua B18p OU ApMS SBIES B 04 (TLON Sthues eyl

Ul pasn S1R21ed Ayl JO BNIBA PISSESSE AU B PALNPUCO SEM ADaiS msimiddy Ue || 13 UWINRD
1) Uwner) sos)

VOESSE BU3 J0) BNMEA PESSASSE |E10) B} BQ PNOYS LALNKO SAYLIOJ [€10) BUL SFLON (Skinoub
qQns pue dsed &) 0f siqeddde = 1By) SNIEA PESSIESE 8 JPAA WaLIND 8y J8JU3 1Q UWNKD
adwes dnosd Apngs s U papniou) & Y| $1807ed J0 XRGUANU s BRI 1D VWN0D

wdiwes dnoib Apngs ey o add) Apms ay) Jo) pos seudoidde ay; NI ig VUNOD

pasn og Avw Jogqunu poyed

& 'joased ayfurs € Ino Bukpe s i e dnoib gns o) 0 slwew ajedoidde ey U iy LWNOY

:dNOYD GNS ATNLS QFIFLVHLIS HOVI ¥O4 SNANTOD ONILFTdWOD 504 SNOILONYISNI

“ApNIS S UONEIYISTRYD ¥ SAYREAS By UOREILSSED 1 LI 10) panduod o snw (Z elieg) Jesgsuon Apnig pegieas,, aruedas v 310N
Apmis payiens Sy usim dnasd qns LRES 40f 54S1s Bumono) g MEdud o) sy §o | afied o (X) peIeuR = SSE12 A1S00Nd @R) B 10) X0g APMS PRRRIS, W LSWN

isuonanasu| Joaysyom Apms poynens

W PUR T ') T 30] SIR10L
L Apmig paypens suuusap
0} MOJOq SUOHINISU 205
N W 3 3 r “STVLOL AGNLS
“
“
"
=
-
~
-~
“
-
| %
Sy _ INIEA (3ED UL Oijey | SIOWIEG U] POS() Sj001Eg | GIOWEG U) Pos 5j00IEg | dN0J9 Gng Jo aNEA | SIOWES U) pasn | 9po | swiey dnoig qng
papafoid dnotp ang| 2 Apms | joenjesysenenuy | jo enjen pessessy oy Taosi saeep Jeund| Si9ed jo ON | edAy Apms
i H ° E] T 3 a 3 a v
19aUsYIOpM APMIS PagNEns
:BWeN Jjun (8207 _ owey Hunod _ :adf) uopeayisse|

Apmis paunens Apadoid [eay - uonenjep pazijenb3 1oy sisAjeuy UOISSIWIWOY XB) 9)e}1S

dgior-1

T abeg T0o

47



Wioj 5141 30 | #bud Lo PRLBIUS 3q O5IE PINCYS FHAWS
£pnis asoy) (posn sew odf) Apns oyy Aum vajeurdxo jouq &) Syauos Aps DU IN VWNOD
‘@noug qng AOMS PAUKIWOD Bl 205 BNBA USED BNl PaIaioLd dnaD NG, LH. uwnpo 'Z sded

o4 Bnjes s Auea (pns PAYIRILS B 1M APNIS PRUIQUICT S5 3)au) i JILON §s210 Aedaid
(@R FRudaidde Syl 205 pRY ANEA YSED UL pRaltug, sspun | sbed 0] pauIed US| 1 AN
yse7) oru) papaniold. ayjg 1. 4q . Bupinp Ag anpes yses ong pegeiond og) Aus iy vwnion
dnaig

qnS ApMS PSUGWOD Byl 10} O % AaMS. D, wn|oD 1 Z abed o) ones s Alea ‘Apms
PRYNBAS & YpM APAIS PRUIGIOT € 5! Al J :3LON Wwuo) sy Jo | sded uo Bupesy sjcwes.
ay)sepun ssep Auadasd @ar apdaidde o3 20y Py siesnuddy o) sju v oY %

oyl Ul pRsalUD UaLy s oqEY % Spms, (mal sy) sdnoud Kpms jo sagwnu Aq pepiup orjes

Aprys jesieidde sy) sn|d oges Apnys S|es syl 0 [enbe @ oey & ADNS, (8304 By 1 Uwnwog
10} 34} WOJ| SIB0RT PAYNRIS BY| O SNEA PIESISEE B} 18NS B APMIS PRYIRAS € Y
Apols paUKWIog B 51 a5ay) J| UO(IRIYSSRD 34 J0) (EZ0P-T) POIZ KO WRLIND 3| WOl INEA

passasse Buipun Syl Y2gew DINOYS ULLINJOD SIY) SO} IR0} SY] SSED S|} U LOGEDGIERS € O 5
Q504} SSOJUM TFLON 'SEHID HOLM B4} 2] SOEA DESSESSY 8 10\ JUBIND. BU) MIUT 1) UWNIOD

U O|0WUES Ul DESM SE2UE JO ON, O ULWNOD JO WNS |#)0] SYI JOIUST i UWno)
‘SIVLOL AGNLS QANIEWOD FHL ONILATINOD HOd SNOILONYLSNI

Apes sy ul posn Blseq e geoied oyl o %001
) KO, PUE £DNIS PELGWIOD € 204 UOSES) BUI BRA0IT OF PEZ)IIN 8 P16y SIUL | SYIELSY, 3 LN|0Y
paanbal A1jus 218 oN IH tne)

‘(Lvov-NLsov-1

£647 W0 WD) ONE BY| 1E|UD ADAIS SHES €104 ‘FLON . 4. A9 5. Bupinp Ag pejmnoies =
Joney o Apnig, |esieidde oy eidwes dnoib Apas yoee soj ogel oS sy 1ejUT (D UWINO)
pasnbeas Kjue ejep ou Apngs saes

€104 '3LON ‘Hdwes syl i pasn s|sosed (0 sies|eIdoe 0 SN YSED ang eyl Jew3 14 Uunio)
‘pannba Alws 8189 ou Apnis

SHES 304 (FLON opdwes 3l Ui posn saied Jo anjEA PASSDESE [UALIND DY JNUSF I3 UWNo)

poumbm Azue eiep oN :Q LWINCD

edwes dnosd Spngs By U pepn|ou) BR yeY) Siaoled J0 BQUIU Byl ST 1D UUN0)
Bjdiues dnoull Apnys eyl jo 6dd) ApMs e Joj 6p00 sleudoldde Byl 38T g YWINI0)
‘adwes dnasb Apris sy 0 awey sepdoidde &yl MIUT Y NED

dNO¥O ATdNVS
AQNLS GINISHOD HOVI HO4 SNWNTOD 3HL ONILITANOD HOJ SNOILONYLSNI

Hprgs s LOQEIYESID B SHLIGWOD JEL) LOHEIYISSED m0s YD 10) PRt Bq 1w (¢ sdied) Jesusyuom Apais pauguog) ajeedas y i3 1ON
Apms pauigueod sy g scwes dnoub gns wes o stws Buopo) 9 Mdusd wuoj sy jo | #Bed vo {x) payseyo | ssep Auadold ma w10 x00 ADNS PRIGLIOD. I LBWA

‘suofannsu| Jeeysyiopm Apnig peujquio)

WPue 7% T o)
i 2101 APAIS PILIGLIOD JUILLSED
01 MO BUCNINIIEY| 605
N W 1 * T S[eloL Apmis |
%
<
»
> i I
<
%
%
~
%
SWieweN SSEID 40 aNfeA OUEN | MOWES UL POSN 5109084 | OWES Ul POS) 510908 | SS€|0 J0 BIEA | BIOWES Ul pasn | 8pog | dnouo Apms |
yse3 anuy payafoid | % Apms 10 aNjRA yseD ANy JO AN|RA PISSISSY IMOL  [PIBSASSY SJBIA WANND| s|eied jo oN | adAL Apmis
1 H 9 4 3 a 2 8 v
100ysHIOM APMIS PeuIquod
JBWEN U 8207 _ iawey Qjunod _ :adA] uopedYyISSEID

Apnjg pauiquio) Auadoud [eay - uonenjep pazienby 10} sisAjeuy UOISSIWIWOY Xe) 9)elS

dgior-1

£ abeg Too

48



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.
2.

I

~

A real and personal STC form 603 (L-4018R) and 602 (L-4018P) for each unit

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.

Land Value Grid (LVG) and analysis.

Economic Condition Factor (ECF) determination and analysis.

STC form 4504 (L-4015a and L-4015) Appraisal and/or Sales listings by unit.

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.

STC form 3215 (L-4113) - Certification of Equalization Study by Equalization Director
(attached)

Current STC Bulletin No. 7 of 1997

49



Michigan Department of Treasury
IS (Rwv 01-17)

Certification of Equalization Study by Equalization Director

lssued under authonty of MCL 211,145, Fling s mandatory.

Complete this certification form and submit it, along with the County Equalization Study, to the State Tax Commission

annually by December 31.

All documents must be submitted via e-mail 1o equalization@michigan.gov.

COUNTY INFORMATION

Coonty Namo

Equalzaton Dirscknr Nams

Comfication Lave!l Recguained fod County

CERTIFICATION

1 certify that the County Equalization Study for the county indicated above was prepared under my direct supervision in
my role as Equalization Director. in compliance with Michigan Compiled Laws 211.148, and the rules of the State Tax

Commission, | am certified as an assessor at the level required for this county.

Equalzaticn Direciar Signature Dato

Certfication Lavel (MMAD, MAAD or MCAO)
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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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3500 (Rew U119)

STATE OF MICHIGAN

GRETCHEN WHITMER DEPARTMENT OF TREASURY RACHAEL EUBANKS
GOVERNOR STATE TREASURER
DATE: January 16, 2020
TO: County Equalization Directors
CC: Field Operations Staff’
FROM: Property Services Division, Daniel Holland, Manager

SUBJECT: 2020 Tentative Equalization Ratios and Estimated Multiphiers

This 1s a reminder that County Equalization Departments are required to publish the current
year's Tentative Equalization Ratios & Multipliers in a newspaper and to provide a copy of that
publication to the State Tax Commission no later than the third Monday in February (due to the
holiday, the deadline is Friday, February 14, 2020.)

Please submit 1o Equalization@michigan. gov
¢t gan.g

Wi sichigan, covlinasary
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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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Michigan Department of Treasury
ABOG (Fare. 05-10)

2020 Electronic Signature Declaration for Annual State Equalization Reports
For Electronic Filing of Forms L-4023, L-4024, L-4046, L-4402, and L-4626

INSTRUCTIONS: Any County Equalization Director who wishes 1o use an slecironic sgrature on annual equaization reports of wishes 1o gain acoass to
Mek sacura county onlirne account, must proparly complate this form anc submit it by USPS mad to the Proparty Sarvices Division 10 the malling addrass
located at the bottom of this form. Upon receipt of & propery completed farm, the Properly Services Devision will issue a unique Username via USPS mail
ta the County Equalization Di ‘s official malling add) that is on Mo with the Stale Tax Commission, The Property Services Division will then issua
via ernail 8 Personai ldentfication Number (PIN) within five {5) business days 1o the County Equalization Direcior’ official email address [hat is on file with
e State Tax Commission This PIN wil then be usad in lieu of an orginal signature when fing annusl equallzation reports alectronically

Corty Neme on Report and Ofics Address (Cly, State, ZIP Code) Name of Eguabzation Dictor

E-mol Address

Tehepnone Nurmter

THIS FORM IS CONFIDENTIAL AND INFORMATION ON THIS FORM IS TO BE USED ONLY IN THE EQUALIZATION PROCESS.

DECLARATION

I . being duly swom. depose and say that the equalization forms submitted using the personal

idenﬂﬂcaﬁvgnmmber assigned 1o me by the Property Services Division, which contain the county property Information required under
MCL 208.1 et saq. and MCL 2111 el. seq, to be reported for state equakzation purposas for the reporting period for the county for
which such account has been created, are true and accurate 1o the best of my knowledge.

In addition, by affixing my signature below, | do hereby affirm that | am a person duly authorized to procure a confidential personal
identification number on behalf of the County, by virtue of the authority granted to ma as County Equalization Director.

Equakzation Director Sigrature {must be actual signature) Date
REQUIRED NOTARIZATION
Subwonbed nnd swam to befare ma this duy of 20
Notary Publc, Sase of Courty
53
Signanue of Notary Public My Commssion Expires
Printod Nume of Netary Putlic Acing in ®w County of

FOR PROPERTY SERVICES DIVISION USE ONLY

Usemane Dale of Usemame |ssuance

Please retum the signed and completed form by regular maill no [ater than February 28. If you have any questions, visit
www.michigan.govistateequalization or contact the Property Services Division at 517-335-4410

Send this original deciaration by USPS mail to:
Michigan Department of Treasury
Property Services Division
PO Box 30790
Lansing. Mi 48909
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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 15t 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 15t 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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607, Puge 2

INSTRUCTIONS FOR FORM 607 (L-4022)
Public Act 381 of 1978 prescribes six real property and five personal property classifications.

REAL PROPERTY: Agricultural (Ag.). Commercial (C.), Industrial (Ind.). Residential (R.), Timber - Cutover (T.C.) and
Developmental (D.). These Real Property dasses are equalzed separately.

PERSONAL PROPERTY: Agricultural (Ag. P), Commercial (C.P), Industrial (Ind. P) Residensal (RP) and Utiliies
(Util, P.). All classes of Personal Property are equalized together as one class.

Each assessing officer must report total assessed value, assessed value of iosses, assessed value of adjustiments and new
assessed value for each class of property, All entries are to be the assessed values as approved by the Board of Review.
Form 606 (L4021} and supportng Form 607 (L-4022) shall be filed with the County Equaiization Director for review and
audit by the State Tax Commission
REAL PROPERTY

NEW — Assessment increases bacause of added true cash value not accountad for in the starting ratio on Form 603
(L-4018R), including:

1. Description on roll for first time or returned from exempt status.

2. Buikding or other improvement put on description.

3. New additions and improvements.

4. Further completion of new construction. (For example: partially compiete buiding assessed al $2,500 last year,

assessment raised to $3,.500 this year because completed; the $1,000 increase is NEW.)

5. Platted land. (For example: a 40 acre parcel was assessed last year for $10,000; the land has been plattad into 200
lots at $300 each or $60,000; the increased assessment would be NEW $50,000. I property had been classified
Agricultural, there would be $60,000 NEW in Residential and $10,000 LOSS in Agricultural,)

6. Increased land value of improved economic conditions. Note: Increases in assessments from one year 10 the next
due o inflationary increases in value are fo be reported on Form 807 (L-4022), i not incdluded in the equalzation study
report-on Form 603 (L-4018R)

(The New listed on Form 607 (L-4022) may not qualify for Additions on Form 609 (L-4025). See instructions
on L-4025.)

Also, the amount of the NEW for equalization purposes for a particular item may not be the same as the amount of the
ADDITION for the cap for that same item. For exampie, an IFT NEW FACILITY whose exemption has expired comes on
the ad vaiorem roll at 50% of true cash value, but the ADDITION may be less than 50%.

LOSS — Assessment decreases because of Joss of frue cash value not accounted for on Form 503 (L-4018R), including:
1. Descnption removed from roll (annexation).
2. Building or other improvements destroyed or removed or axempt.
3. Parl of 3 building removed or destroyed (Note: Tax Day is December 31).
4. Losses from change of description (such as in item 5 under NEW).
5. Land reverted 10 state or otherwise exempl
ADJUSTMENTS — All changes in the assessment roll OTHER than those caused by changes in true cash value which
qualify as NEW or LOSS, including:
1. Individual assessments raised or lowered io establish uniformity and meet the 50 percent requirement.
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INSTRUCTIONS FOR FORM 607 (L-4022) — CONTINUED
PERSONAL PROPERTY
NEW — Assassment increases because of added true cash value not accounted for on Form 802 (L-4018P), including:

1. First time on roll. (For example: a new commercial tenant. )

2. Additional equipment or fumishings. (For example: a business acquired additional equipment so the total true cash
value of the equipment and fumishings increased from $50,000 to $80.000. The assessment therefore was raised
from $25,000 last year 1o $40,000 and the $15.000 increase is NEW.)

3. Change in taw, reducing axemplions (Inventory, tlermination of Public Act 198 of 1974 certificate. etc.)
LOSS — Assessment decreases because of loss of true cash value not accounted for on Form 602 (L-4018P), including:
Removal from roll (Out of business, eic.)
Fire losses or other damage. (Note: Tax Day is December 31).
Decrease in true cash value of equipment, pipelines, fumishings, equipment, elc
Change in law, increasing exemptions (Inventory, air, water or PA 198 of 1974 certificate, eic.).

All changes in the assessment roll OTHER than those caused by changes In true cash value which qualify as NEW
or LOSS, including:

ADJUSTMENTS — Individual assessments raised or lowered 1o establish uniformity.

IMPORTANT NOTICE

Capped and Taxable Values have no role in the determination of County or State Equalzed Valuations. DO NOT
REPORT CAPPED OR TAXABLE VALUES ON FORMS 607 (L-4022), 2164 (L-4023) OR 608 (L-4024). STC FORM
607 (L-4022) MUST BE CERTIFIED BY THE ASSESSOR OF RECORD BY SIGNING THE COMPLETED REPORT,
UNSIGNED FORMS WILL BE RETURNED TO THE ASSESSOR.

L WN -
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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. Ifitis
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
equalized value for this class. These calculations are performed for each class of real

property.
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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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e a5 L-4023

Analysis for Equalized Valuation

Issued under authority of Publc Act 206 of 1893

INSERT THE CORRECT CODE IN THE REMARKS FIELD OF THE APPROPRIATE CLASSIFICATION AS NECESSARY
Real Property Cades: “ Personal Property Codes:
AS; Appraisal Sdy ES: Estrmatud {L-4023) AL st C3: Ceunty Sludy
N New Class RA! Corpinte Reappieisu | ES; Estimated (L-4073) NW: Now Class
S1: Orw Your Stucy 52 Two Yeur Study | RV Retord Vierhicason

Courey No County Name Ciy or Townssep No. | Ciry ar Township Name Yoor

[

Number
Real Property of Parcels Assessed Value % Ratio True Cash Value Remarks

100 |
101 Agricultural ?
102 | Loss
103
104 | Adustment
105
106 | New
107
108 | Total Agricuitural
108 | Computed 50% of TCV Real Agriculture Equalization Factor
Recemmended CEV Real Agriculture

201 | Commaercial
202 | Loss

 Adpstment

35

205
206 | Naw
207
208 | Total Commercial |
209 | Compuled 50% of TCV Real Commarcial Equalization Factor

Recommended CEV Real Commercial

301 | industrial |

1302 | Loss

Adpstment

New

~Sat

Total Industrial

Computed $0% of TCV Real Industrial Equalization Factor

Recommended CEV Real Industrial

Computed 50% of TCV, Total 6 Classes Real
Recommended CEV, Total 6 Classes Real

859 | Computed 50% of TCV, Total Personal Propsnty
]

Recommended CEV, Total Personal
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2104 Page 20 3

Courty No

County Name

Gy ot Tomnwnwp No f City or Towrshe Namw

You

Real Property

Number
of Parcels

% Ratio

True Cash Value

Remarks

Residential

Loas

Adgstment

New

Total Residential

Computed 50% of

TCV Real Residental

Equalization Factor

Recommended CEV Real Residential

Timber-Cutover

Loss

Adpsstment

New

Total Timber-C.O.

Computed 50% of

TCV Real Timber-C.O.

Equalization Factor

Recommended CEV Real Timber-C.O.

601

Davelopmental

602

Loss

603

Adjustiment

Naw

Total Devalop.

604
805
608 |
807
608
608

Computed 50% of TCV Real Develop.

Recommended CEV Real Developmental

Equalization Factor

™|

Total Real
{Sum of lines ‘08)

Number

Real Property of Parcels

Assessed Value

i

True Cash Value

Factor
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2104 Page 3o 3

County Na

County Namae

Tty or Townakip Ne. lmufmm

150

Personal Property

Number
of Parcels

Assessed Value

% Ratio

True Cash Value

Remarks

151

Agricultural

152

Loss

153

154

Adpsstment

156

156

Naw

157

158

Total Agricuttural

250

251

Commercial

253

252 | Loss

e

254

Adjustment

255

256

A

257

New

A

258

Total Industrial

350

351

Industrial

352

Loss

353

354

Adstment

355

356

New

357

358
450

Total Industrial

451

Residential

452

Loas

453

454

Adpustment

455

456

New

457

458

Tota! Residential

550

551

Uity

552

Loss

Adsstment

New

Total Utility

g

Personal

Number
of Parcels

Assessed Value

Total Personal
(Sum of lines ‘58)

True Cash Value

Factor
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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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ggt page ! (Rev. ns'ﬂ»

State Tax Commission Assessment Roll Certification
(County Board of Commissioners, CBC)

This form 5 sseed under the aumonty of the General Propeny Tax Act. P.A 208 of 1203, MCL 211.34_ Atach ongmal copy 10 the assessment roll with copes

proviced B the ocal unt and county dlerk

—Faseeeg UNoE e

THE SUM OF

FROMOR TO

PROPERTY CLASS

L-4037
(County)
Ad Valorem

GIVING ASSESSED
VALUE AS EQUALIZED

Real Agncultura

Real Commercial

Real Industrial

Real Resigential

Real Timber Cutover

Real Developmental

TOTRALC RERL
PROPERTY

TOTAL PERSONAL
PROPERTY

accurale

We hereby cenfy that the information condadned within this County Board of &
best of our knowledge, information and beds! We fwrther certify that the County Board of G o have
above mentioned local unit of government and have determined he equalized valuadions of he taxabie Ad-Valorem and Special Act property o be

TOTAL REAL &
PERSONAL PROPERTY

Aspe FRoli Centsication i3 rue and accurale to
A

nt Roll of

Charpeeson of the County Board of Commssioners Sgnature

Date

Clerk of the County Scard of Commessioners Sgnature

Date
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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 3 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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STATE OF MICHIGAN

GRETCHEN WHITMER DEPARTMENT OF TREASURY RACHAEL EUBANKS
GOVERNOR LANSING STATE TREASURER
DATE: March 5, 2020
TO: Local Assessing Officer of Record
RE: Form 4626 — The 2020 Assessing Officer’s Report of Taxable Values as of State

Equalization in May

PLEASE READ THE ENTIRE CONTENT OF THIS COMMUNICATION TO
ENSURE 4626 IS SUBMITTED PROPERLY

This memo serves 1o notify you that the above mentioned form 4626 should be submitted
immediately after the close of March Board of Review o vour local equalization department
using one of the three submission options below:

Filing Options — Pick One:
1. BS&A Users: Read REVISED enclosed mstructions.

OR-

[ ]

Manatron/Thomson Reuters Users: Check with vour software provider for instructions on
praducing the acceptable CSV file needed for county upload to the online elqualization
system.

-OR-

3. Other: A Microsoft Office Excel version of this form has been created and is available on the
State of Michigan website at: 1) the Forms and Instructions section of our website under the
Assessors category, or 2) at www.michigun. gov/stateequalization. It 1s listed under the
Related Material heading of the State Equalization website and s titled 2020 4626 Assessing
Officer’s Report of Taxable Values as of State Equalization. When downloading the Excel
spreadsheet from the web, please select 1o Save the file to your computer before opening it
Once the file is saved 1o your computer open it directly from the computer location where you
saved it

Do not submit the 4626 to the State of Michigan. Submit the 4626 directly to your county
equalization dept, along with the L-4021 and L-4022 submissions.

If you have guestions or have any difficulty accessing the Excel file after you have read all
instructions, you may obtain assistance from the Property Services Division by calling Jessica Erhardt
(517) 335-7556.

Sincerely,

Jessica LErhardt, Departmental Technmician
Property Services Division
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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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Michigan Dept. of Treasury - STC
3127 (Rev. 10-00)

cerTIFicaTioN oFf RECOMMENDED COUNTY EQUALIZED
VALUATIONS BY EQUALIZATION DIRECTOR
This form 15 isswed Lnder the authonty of MCL 271148
Fillng is mandadory.
TO! State Tax Commission

FROM: Equalization Director of County

RE: State Assessor Certification of Preparer of the required Recommended County Equalized
Valuations

The Recommended County Equalized Valuations for the above referenced county and year were
prepared under my direct supervision and contral in my role as Equalization Director,

| am certified as an assessor al the level required for the county by Michigan Compiled Laws 211,10d and
the rules of the State Assessors Board.,

The State Assessors Board requires a Level State Assessor Certification for this county.
| am certified as a Level State Certified Assessing Officer by the State Assessors Board.

The following are my total Recommended County Equalized Valuations for each separalsly

equalized class of property in County:
Agricultural Timber-Cutover
Commercial Developmental
Industnal Total Real Property
Residential Personal Property
Total Real and

Persaonal Property

Piease mall this form to the address below within fifteen days of submission of the Recommended County
Equalized Valuations to the County Board of Commissioners

Mr, Harold Anderson, Manager
Local Assassment Raview
P.O. Box 30471

Lansing, Michigan 48909-7971

A copy of this form will be forwarded to the State Assessors Board,

Signatre of Equalzason Desctor Datn

78




L-4027i (3689) Interim Status Report

Prepared by: County Equalization Director

Filed with: State Tax Commission

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: 4" 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.
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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 15T 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.

Total Previous Taxable Value
Taxable Value of Losses
Taxable Value of Additions
Total Current Taxable Value

POwON~

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)
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 titted 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 3™ Monday in May (In the case a State factor is applied, the
Friday following the 4t 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

(prior year's TV — losses) X IRM

Current year MRF

vote of the electors.

current year’'s TV - additions

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

/

Step 2

TRUTH IN EQUALIZATION
ROLLBACK
COUNTIES & VILLAGES

total TV (Based on CEV)
total TV (Based on SEV)

Equalization Roll-
back Fraction

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)

SIep 2

TRUTH IN ASSESSMENT
ROLLBACK
CITIES & TOWNSHIPS

_ lotal TV (Based on AV)
~ total TV (Based on SEV)

Assessment Roll-
back Fraction

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 0of 1981)

\

T

Base Tax Rate Fraction =

permanent.

Step 3

TRUTH IN TAXATION ROLLBACK
ALL UNITS

Current year total TV - additions

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 211.24¢) The BTRF is NOT

Prior year total TV — losses
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Michigan Department of Treasury
2956 (Frv, 02-19) L-4034

2019 Millage Reduction Fraction Calculations Worksheet
Including Millage Reduction Fraction Calculations Not Specifically Assigned to the County
Equalization Director by Law

County Tanng Jumsdiction

PAEIRIONND, o0 40mt0g0 4044404000 4440t 4 A e T 14 S AR S 1004 D

2019 Total Taxable Visue Based on SEV e

2018 Total Taxable Viaue Basad on Assessed Value (AV )

2019 Total Taxable Value Based on CEV ... ... ...

NOTE: Tha Iast two lema above are only needed when & |5 necessary W0 calcuate & Truth in Assessing or Truth in County Equalization Rollback
Frachon

-

» Section 211.34d, MCL. "Headlee” (for sach unit of local governmeant)

201% Midlage Reduction Frachon (Headiee) Round to 4
{2018 Total Taxable Value - Losses) X Inflation Rate of 1.024 x decmal places in the conventional mannes, If number

(2019 Total Taxable Value Based on SEV - Additions} xcaerds 1.0000; line Wiroigh sind entar 1.0000:

See State Tax Commission Sulletns No, 3 of 1995 and 19 of 2002 regarding the calculation of losses and addifions
Sea aleo the Supplements 1o STC Sullstin No. 3 of 1895 cantained In STC Bulletin No. 3 of 1997

2a. Section 211.34, MCL. “Truth in Assessing” (for cities and townships if S.E.V. axceads A.V. for 2015 aney)

2019 Total Taxable Value Based on
Assessed Value for all Classes 2016 Raliback Fraction (Truth in Assassing)

2016 Total Taxable Valus Based on SEV for all Classes RN dochel PIcet I e Convppionsl aameuien

See State Tax Commission Bulletin 3 of 2018 for more informatan regarding this calculation
2b, Sacton 211.34, MCL, “Truth in County Equaszation” (for vilages, counties ang authortes f S E V. excesss C E V. for 2019 only)

2019 Tola! Taxable Value Based on CEV for all Classes > 2015 Roliback Fraction (Truth n County Equalizaton)
2019 Tolal Taxable Valug Based cn SEV for all Classes Rexing to 4 eciial piaces i I Conveintionsl oxannas;

See State Tax Commission Bulletn 3 of 2018 for mors informatan regarding this calculation

3. Secton 211,248, MCL_ “Truth m Taxaton® (for each taong pirsdiction that levies mara than 1 mill tar cperating purpases n 2018 oniy)

(2018 Totat Taxabie Value - Loases) = 2010 Base Tax Rate Fraction (Truth in Taxation)
(2018 Total Taxable Value Based an SEV - Additions) Round ¥ & decmal places in the conventional manner,

Use the same amounts for agditions and 106505 as were used far the 211 244 ("Headwe”) roliback

NOTE: The bruth in taxation BTRF & ndepandent from the cumulative milage reductions provided by sactions 211.34d and 211 34 The Bass Tax Rate
equals the BTRF X 2016 Oparatng Rate leved
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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 3 Monday in May (In the case a State factor is applied, the Friday following
the 4" 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: 15t 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.
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Instructions For Completing

Form 614 (L-4029) 2020 Tax Rate Request,
Millage Request Report To County Board Of Commissioners

These instructions are provided under MCL Sections 211.24e
(truth in taxation), 211.34 (truth in county equalization and
truth In assessing), 211.34d (Headlee), and 211.36 and
211.37 (apportionment).

Column 1: Source. Enter the source of each millage.
For example, aliocated millage, separate millage limitations
voted, charler, approved exira-voted millage, public act
number, etc.. Do not include taxes levied on the Industrial
Facilities Tax Roll.

Column 2: Purpose of millage. Exampies are: operating,
debt service, special assessments, schooi enhancement
millage, sinking fund millage, etc A local school district
must separately list operating millages by whether they are
fevied against ALL PROPERTIES in the school district or
against the NON-HOME group of properties. (See State
Tax Commission Bulletin 2 of 2020 for more explanation. )
A local school district may use the foliowing abbreviations
when completing Column 2: “Operating ALL" and "Operaling
NON-HOME". "Operating ALL" is short for "Operating millage
fo be levied on ALL PROPERTIES in the local school
district” such as Supplemental (Hold Harmiess) Millages
and Building and Site Sinking Fund Millages. “Operating
NON-HOME" Is short for "Operating millage to be levied on
ALL PROPERTIES EXCLUDING PRINCIPAL RESIDENCE,
QUALIFIED AGRICULTURAL, QUALIFIED FOREST AND
INDUSTRIAL PERSONAL PROPERTIES in the local school
district” such as the 18 mills in a district which does not levy
a Supplemental (Hold Harmless) Millage.

Column 3: Date of Election. Enter the month and year
of the election for each millage authonzed by direct voter
approval

Column 4: Millage Authorized. List the afiocated rate,
charter aggregate rate, extra-voted authorized before 1578,
each separate rate authorized by voters after 1978, debt
service rate, etc. (This rale is the rate before any reductions.)
Column 5: 2019 Millage Rate Permanently Reduced by
MCL 211.34d (“Headlee") Roliback. Starting with taxes
levied in 1994 the "Headlee" roflback permanently reduces
the maximum raie or rates authorized by law or charter. The
2019 permanently reduced rate can be found in column 7 of
the 2019 Form L-4029. For operating millage approved by
the voters after April 30, 2019, enter the millage approved
by the voters. For debt service or special assessments not
subject o a millage reduchion fraction, enter "NA™ signifying
Column 6: Current Year Millage Reduction Fraction.
List the millage reduction fraction certified by the county
treasurer for the current year as calculated on Form 2166
(L-4034), 2020 Millsge Reduction Fraction Calculations
Worksheet. The millage reduction fraction shall be rounded
to four (4) decimal places. The current year millage reduction
fraction shall not exceed 1.0000 for 2020 and future years
This prevents any increase or “roll up” of millage rates. Use

1.0000 for new millage approved by the voters after April 30,
2020. For debl service or special assessments not subject
to a millage reduction fraction, enter 1.0000.

Column 7: 2020 Millage Rate Permanently Reduced
by MCL 211.34d (“Headlee") Rollback. The number in
column 7 is found by multipfying column 5 by column 6 on
this 2020 Form L-4029. This rate must be rounded DOWN
to 4 decimal places. (See STC Bulletin No. 11 of 1999,
Suppiemented by Letter of 6/7/2000.) For debt service or
special assessments not subject to a millage reduction
Column 8: Section 211.34 Millage Rollback Fraction
(Truth in Assessing or Truth in Equalization). List the
millage roliback fraction for 2020 for each millage which
is an operating rate. Round this millage rollback fraction
to 4 decimal piaces. Use 1.0000 for school districts, for
special assessments and for bonded debt retirement levies.
For counties, villages and authorities, enter the Truth In
Equalization Rollback Fraction calulated on STC Form
L-4034 as TOTAL TAXABLE VALUE BASED ON CEV FOR
ALL CLASSES/TOTAL TAXABLE VALUE BASED ON SEV
FOR ALL CLASSES. Use 1.0000 for an authority located n
more than one county. For further information, see State Tax
Commission Bulletin 2 of 2020. For townships and cities,
enter the Truth In Assessing Rollback Fraction calculated on
STC Form L-4034 as TOTAL TAXABLE VALUE BASED ON
ASSESSED VALUE FORALL CLASSES/TOTAL TAXABLE
VALUE BASED ON SEV FOR ALL CLASSES. The Section
211,34 Miiage Rollback Fraction shall not exceed 1.0000.
Column 9: Maximum Allowable Millage Levy. Multiply
column 7 (2020 Miliage Rate Permanently Reduced by
MCL 211 34d) by column 8 (Section 211.34 millage rollback
fraction). Round the rate DOWN to 4 decimal places. (See
STC Bullefin No. 11 of 1999, Supplemented by Letter of
6/7/2000.) For debt service or special assessments not
subject to a millage reduction fraction, enter millage from
Column 4.

Column 10/Column 11: Millage Requested to be
Levied. Enter the tax rate approved by the unit of local
government provided that the rate does not exceed the
maximum allowable millage levy (column 9). A millage rate
that exceeds the base tax rate (Truth in Taxation) cannot be
requested unless the requirements of MCL 211 24e have
been met. For further information, see State Tax Commission
Bulletin 2 of 2020. A LOCAL School District which levies
a Supplemental (Hoid Harmiess) Millage shall not levy a
Supplemental Millage in excess of that allowed by MCL
380.1211(3). Please see the memo lo assessors dated
October 26, 2004 regarding the change in the collection
date of certain county laxes.

Column 12: Expiration Date of Millage. Enter the month
and year on which the millage will expire.
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Truth in Taxation Checklist Example

HATTENTION!!

THIS FORM IS NOW MANDATORY TO BE COMPLETED AND RETURNED TO THE
EQUALIZATION DEPARTMENT. FAILURE TO RETURN THIS FORM COULD RESULT IN THE
VAN BUREN COUNTY BOARD OF COMMISSIONERS NOT APPROVING YOUR MILLAGE RATES
FOR TAX COLLECTION

VAN BUREN COUNTY

CHECK LIST FOR 2020 COUNTY APPORTIONMENT
" Form must be retumned 10 he County Equakization Deparimenit  signed and completed with L-4029 form

Our Tax Autherity has completed the following steps as required by M.C.L. 211.24e
((Truth-in-Taxation)):

A Separate Truth-in-Taxation hearing is NOT necessary. Our Tax Authority complies
with Section 16 of the Uniform Budgeting and Accounting Act.
Enter date your public heanng to adopt your budget was held

Our Tax Authority is exempt from M.C.L. 21 1.24e because we levied 1 mill or less in
the concluding tax year for operating purposes

Our Board of Commission or Council or Authority has met and adopted a reselution
propaosing an additional operating millage rate and proposing a hearing date.
Enter date the said resolution was adopted

Innininnl

Our Board of Commission or Council or Authority has published a hearing notice
containing the proposed additional millage rate and percentage increase in
operating revenue which would be generated from permitted ad valorem tax
levies at least 6 days before the hearing date.

Enter date heanng notice was published

Our Board of Commissien or Council or Authority held a Truth in Taxation public hearing
pursuant to the hearing notice.
Enter date of Truth in Taxation public hearing

1

I

Our Board of Commission or Council or Authority has adopted a resolution adopting
additional operating millage which does not exceed that which appeared in the
hearing notice published at least 10 days earlier.

Enter date the said resolution was adopted

Taxing Jurisdiction (city, township, etc.)

Clerk or Secretary

Chairperson, President or Supervisor

Dated this day of 2020
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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 211.24€)

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 3™ 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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2600 {Rev. 0116 @

STATE OF MICHIGAN

GRETCHEN WHITMER DEPARTMENT OF TREASURY RACHAEL EUBANKS
GOVERNOR BTATE TREASURER
DATE: January 3, 2020
TO: County Equalization Dircctors

FROM: Howard Heideman, Dir
Tax Analysis Division, Office of\¢evenue and Tax Analysis

SUBJECT: 2018 and 2019 County Tax Credits, Deductions, and Exemptions

I would like to ask for your assistance with the annual compilation of the State of Michigan,
Executive Budget Appendix on Tax Credits, Deductions, and Exemptions. Public Act 72 of 1979
requires the Governor to submit to the Legislature, with the Executive Budget, a report on specific
tax credit, deduction, and exemption items. We are currently compiling the fiscal year 2021
Appendix 1o be sent 1o the Legislature with the Executive Budget.

Enclosed you will find a form for tax-exempt property for both 2018 and 2019 taxes. For
consistency purposes, please round your tax-exempt property value estimates to the nearest
thousand.

Please complete the enclosed form by February 21, 2020, and return via e-mail to Scott Darragh
al DarraghS@michigan.gov, or via mail to:

Office of Revenue and Tax Analysis

Michigan Department of Treasury

430 W. Allegan

Lansing, MI 48522
If you have further questions, please contact Scott at (517) 241-2148. Thank you for your
assistance.

Enclosures

wwvs michiges Gowiwasary
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COUNTY TAX CREDIT, DEDUCTION, AND

EXEMPTION ESTIMATION REQUEST
Tax-Exempt Property for 2018 and 2019 Taxes

Please return form no later than February 21, 2020, to:

County:

Contact
Person:

D S@michi

or

Office of Revenue and Tax Analysis

Michigan Department of Treasury

430 W. Allegan
Lansing, M1 45922

Date:

Phone:

Please provide your best estimate of the value of tax-éxempt property in your county for both 2018 and 2019.

100% of Taxable Value

Commercial and Industrial Facilities Tax e e
Total value of commercial facilities taxed under P.A. 225 of 1978 thousand

New facilities {if available) thousand

Restored faclities (if avallable) thousand
Total value of industrial facilities taxed under P.A. 198 of 1974 thousard

New facilities after 1893 (if available) housand

Replacement faciities (if available) thousand
Val
Real propery owned by US government thousand
Real propesrty owned by State of Michigan thousand
Real propenty owned by county, township, city or village thousand
Real propery owned by public schools and colleges housard
Other Real Property thousand
Personal Property - PA 328 houserd
Personal Property - All other (Do not include commercial thousand

or industrial property subject 1o 12/24 mill exemption}
&
Estimated acreage of tax-exempt property because of
refglous of non-profit educational ownership and use
(Acres) (Acres)

This information is y 1o comply with P.A_ 72 of 1979,
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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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2019 Taxable Value Survey

Please complete by May 10, 2019, and FAX to 517-335-3298 or E-mail to:
heidemanh@michigan.gov or lockwooda@michigan.gov

County Name:

Survey Completed by:
Phone Number:

2019 Taxable Value

Total Real and Personal Property Taxable Value, 2019 |

Split of 2019 Taxable Value, IF AVAILABLE

PRE & Qualified Ag & Qualified Forest, 2019

Commercial Personal Property, 2019

L
Industrial Personal Property, 2019 |
|
|

Other Non-PRE & Non Qualified Ag & Forest, 2018

LI

2020 Taxable Value

Estimated Percentage Change in 2020 SEV |

Estimated Percentage Change in 2020 Taxable Value |

Prapared By Office of Rovonue and Tax Analysis, Michigan Department of Treasury

Filename S:\onta\Taxes\PROPERTY (201 7TaxableValueSurvoy_042417 xisjSheet!
Updated 425119 426 PM
Printed: 42619 421 PM
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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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2019 Personal Property Summary Report (PPSR)
For 2019 Millage Rate and Personal Property Tax Reimbursement Calculations

All submissions must be in Excel format.

The 2019 Personal Property Summary Report i 1o be used by the county for reporting taxable values for each
municipality in the county,

Please complete the following workshaets:

Warksheet 1: PP Values - Co| Twp|City | Vig
Waorksheet 2 : PP Values - 50 | 15D | €C
Waorksheet 3 : PP Values - Addl Authorities
Supplemental ; PP Values - 1SD [Voc Ed)

Supplemental : PP Values - 1SD (Voc Ed) Is applicable to countias in which at least one intermediate school district
does not levy a vocational education millage In all of its sehool districts. Only report the taxable values subject to
vocational education millage.

Instructions

1) Review for sccuracy the pre-populsted municipalities in each worksheet. If a municipality is omitted from the
PPSR, plesse contact Treasury (contact information below instructions) so that a revised copy of the PPSR can
be rendered and returned for completion.

2) Please review the pre-populated 2013 taxable values in each worksheet.* All reported taxable values must
Include any Renaissance Zone or MCL 211.7d (i.e. housing for elderly ar disabled families) property taxable
values for the requested classifications. For township taxable value calculations, make sure township taxable
values Include the taxable values of all villages within the township.

"‘_ FErsona Frop clo /4 qk" nge vng N o
The Local Cornmunity Stabilization Authority Act (LCSA Act), 2014 Public Act 86, as amended, requires the
commercizl personal property and industrial personal property taxable values 1o exclude personal property
that was reclassified as real proparty or utility personal property after 2012 and to modify personal groperty
taxable values for municipality boundary changes. To modify a mumicipality’s 2013, 2014, or 2015 taxable
values, see Form 5658 on Treasury's website at www.michigan.gov/pptreimbursemant.

For each municipality in which an applicabile taxable value modification has occurred, return a completed

Form 5658 1o Treasury by June 7 in order for the modification to be included in the calculation of October 2019
and February 2020 distributions. Treasury does not guarantee taxable value modifications recelved after June 7
will be used in the calcutation of October 2019 and February 2020 distributions. If taxable value modifications
received after June 7 are not used in the calculation of October 2019 and February 2020 distributions, the
madifications will be used in the calculation of May 2020 distributions.

2013 Personol Property Boundary Change

For any personal property that was assessed in 2013 as commercial personal peoperty or industrial parsonal
property in a municipality other than the one in which it is assessed in 2019, adjust the pre-populated 2013
taxable values accordingly and record the adjustments to the 2013 taxable values of the affected municipalities
in the column with the header “2013 PERSONAL PROPERTY BOUNDARY CHANGE."

2013 Personal Propérty Reclassificotion

For any personal property that was assessed in 2013 3s commercial personal property or industrial persanal
property, but in 2019 is assessed as real property or uttity personal property, adjust the pre-populated 2013
taxable values by excluding the property's 2013 taxable values from the totals and record the adjustments to
the 2013 taxable values of the affected municipalities in the column with the header "2013 PERSONAL
PROPERTY RECLASSIFICATION

NOTE: Modifications reportad for 2013 taxable values without an accompanying Form 5658 filing are not
considered an official modification and will not be included in the reimbursement calculation.
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3) Please report 2019 taxable values with the taxable values as of May 10, 2019.* All reported taxable values
must Include any Renaissance Zone or MCL 211.7d (1.2, housing for efderly or disable families) property taxable
values for the requested classifications. For township taxable value calculations, make sure township taxable
values include the taxable values of all villages within the township. The county's 2019 taxable values are
calculated automatically by summing the taxable values reported for the townships and cities.

L assicatiod
For any personal property that was assessed in 2013 as real property or utility personal peoparty, but in 2019 s
assessed as commercial personal property or industrial personal property, exclude the property's 2019 taxable
values from the totals and record the adjustments to the 2019 taxable values of the affected municipalities in
the column with the header *2019 PERSONAL PROPERTY RECLASSIFICATION."

&) Check the Balance Surnmary tab to ensure the 2019 taxable values balance. The county totals for 2018 should
oqual the subtotals for towrships & cities, for K12 local school districts, and for ISDs. if all of the subtotals
equal the county totals, then in the top left-hand cornes a text box will read PPSR 15 IN BALANCE. Do not
submit the PPSR if this text box reads PPSR IS NOT IN BALANCE,

* For e county muricipadties [munelpelilies Dhat aulit 14 muTEhe Countied], Only (620t the murveiraities tueslie values within the cosnty
The caunty responsibile far submitting the Parsonal Froperty ter-County Semmary fepart (PPSR-C] 40 Tremury b the county respatmibde o

v kulating Ve millage redection fraction (NIF)L i 1 so ressomible (o compibng the totel Lassbie values of the inter-coanty mmicpalties,
The compiled tassbie values for ntw v ' wilbe o on the FRSAAC to Treasery.

5) Certification

In accordance with 2014 Public Act 86, the County Equaiization Director hereby certifies to Treaswury thoet the
reported toxable values are the toxeble values as reported by assessors 1o equalizotion, Treasury will not accept
on uncertified Personel Property Summary Report.

CTounty Eaualeation Director's Name Mose Number Cate

Submissions
Please submit this Excel file by May 31, 2019 to:

Treasury at TreasORTAPPT&michigan gov

AND
County{ies) indicated as responsible for submitting to Treasury a PPSR-IC.

Provide the PP Value Change Summary’ worksheet to each municipality in the county,

Questions

If you have any questions about this workbook, contact Treasury’s Revenue Sharing and Grants Division at
517-335-7484 or TreasORTAPPTE michigan gov.

Thank you in advance for your cooperation, Most debt millage calculations cannot be completed for the
July 2019 billing until the calculations required by this workbook are provided.
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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.

129



STAYE OF MICHIGAN
GRETCHEN WHITMER DEPARTMENT OF TREASURY RACHAEL EUBANKS
COVERKOR LANSING STATE TREASURER

June 21, 2019

TO ALL COUNTY CLERKS

Section 211.216 of the Michigan Compiled Laws requires that the County Tax Allocation
Board issues a final order not later than the second Monday in June approving a maximum
tax rate for all local units

Please mail a copy of the final orders for 2019 to the Stale Tax Comimission immediately.
The rates are used by the State Tax Commission in compiling the average tax rate for the
State.

Please note that PA 180 of 1994 removed the school district representative from the
County Tax Allocation Board membership. This Act amended the Property Tax Limitation
to clarify the calculation of the maximum mills that may be allocated in counties with Tax
Allocation Boards. The system now works as follows for a non-charter county; 15 mills
minus the GREATER of the 6.0 mill State Education Tax (SET) OR the 1993 allocated
local school district millage. For example, if the 1993 local school allocated rate was @
mills, the net tax limitation rate of 15 mills would be reduced by @ mills leaving 6 mills for
the county to aliocate.

Attached, you will find a form to complete and return. If your county voted under Act 278
P A_of 1964 for separate millage limitations, please siate the date voted and the separate
millage raies established for the county, townships, and intermediate school districts

A separate sheet is enclosed for you to report the above information for your county. If you
have any questions, please contact me at (517) 335-7556

Very truly yours,

Jessica Erhardt, Technician
Assessment and Certification Division

cc: Equalization Dept

TREASURY BUILDING « PO BOX 1078041

mibhind
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2019

2019 Allocation Rates

The County of has (a/ an):

Complete Both Sections;

SECTION 1 (Please check one of the boxes below)

Allocation Board

Fixed Millage - Date Voted (month/day/year):

Expiration Date (if applicable):

SECTION 2
2019 Millage Rates (pre-Headlee)

County Allocated millage:

Township Allocated millage:

ISD Allocated millage:

0.0000

Total Allocated millage:

Submitted by (check one): DCounty Clerk / E]County Equalization Dept

Please retain a copy for your records and return the requested information to:

Rates@michigan.gov OR Michigan Department of Treasury

Assessment and Certification
Division Attn: Jessica Erhardt
P.O. Box 30790

Lansing, M| 48909-8290
FAX (517) 241-2621
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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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Shila Kiander

From: Heideman, Howard R (Treasury) <HeidemanH@michigan.gov>
Sent: Friday, December 6, 2019 4:17 PM
Subject: [External Sender] 2019 Property Tax Administration Fees

To: County Treasurers and Equalization Directors

I need to know which of your cities, townships, and villages added a property tax administration fee (1% or less) to their
2019 tax bills. If you have that information, please send it to me. If you have already sent Treasury that information as
part of your apportionment report, please let me know that.

-If you have a local unit that levies a fee of less than 1%, please provide the rate.

—If you have a local unit that levies the fee on either the summer bill or the winter bill but not both, please let me know

which bill includes the fee, and the number of mills included on that bill.

—If the fee is imposed on some taxes on the bill, but not others, please let me know which taxes the fee applies to, and
the number of mills the fee applies to.

1 am sending this E-mail to both county treasurers and county equalization directors. Please coordinate your response
to me. Please respond by December 23, 2019, Please E-mail your response to heidemanh@michigan.gov. If you don't
have the information, please let me know, and | will contact your local treasurers directly. If you do not have the
information for 2019 tax bills, but have it for 2018 (from settlement}, please send the 2018 tax bill information to

heidemanh@michigan.gov.

Thanks so much for your cooperation. | greatly appreciate all your help this past year. | hope you have a very healthy
2020.

Howard Heideman

Administrator, Tax Analysis Division
Office of Revenue and Tax Analysis
Michigan Department of Treasury
430 W. Allegan 5t.

Lansing, M| 48922

517-335-7437

FAX 517-335-3298
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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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Michsgan Department of Treasury
A936 (Rare. 12-10) Page 1 of 2

State Tax Commission Vacant Agricultural Land Study

Issued under e suthonty of MCL 324 2153

ResetFom

County Equalization Directors must complete and file this form with the State Tax Commission annually no later than
December 31. The information on this form is utilized by the Commission to complete the valuation of DNR PILT property
as required by MCL 324.2153.

Directors may choose to utilize either option provided on this form to complete their Viacant Agnicultural Land Study, Once
complete, this form and a copy of the ‘Certification of Vacant Agricultural Land Study for DNR/PILT Property” (Form 4937)

must be submitted to the State Tax Commission using one of the following delivery methods:

U.S. POSTAL SERVICE EAX 2

State Tax Commission 517-241-2621 Treas-DNRPILT@michigan.gov

PO Box 30471

Lansing M 48909
OPTION 1: VACANT AGRICULTURAL LAND STUDY
Counky Yoar of Study

Unit Per Acre Value
Continue on Page 2
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4530, Poge 20 2

County Equalization Directors must complete and file this form with the State Tax Commission annually no later than
December 31. The information on this form is utilized by the Commission to complete the valuation of DNR PILT property
as required by MCL 324.2153.

Directors may choose to utilize either option provided on this form to complete their Vacant Agncultural Land Study, Once
complete, this form and a copy of the “Certification of Vacant Agricultural Land Study for DNR/PILT Property” (Form 4937)
must be submitted to the State Tax Commission using one of the following delivery methods:

U.S. POSTAL SERVICE EAX E-MAIL
State Tax Commission 517-241-2621 Treas-DNRPILT@michigan.gov
PO Box 30471

Lansing M! 48909

OPTION 2: VACANT AGRICULTURAL LAND STUDY

Sales Dates
Conrty Name
Sale Date
Parcel Number (MMDDYYYYY) Size Amount Cost Per Acre
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Michigan Oepartment of Treasury
A93T (R 12-19)

Certification of Vacant Agricultural Land Study for DNR/PILT Property

Issued under authonty of MCL 324.2163

County Equalization Directors must complete and file this form with the State Tax Commission annually no later than
December 31.

Once completa, this form and a copy of “Vacant Agricultural Land Study” (Form 4936) must be submitted 1o the State Tax
Commission using one of the following defivery methods:

U.S, POSTAL SERVICE EAX C
State Tax Commission 517-241-2621 Treas-DNRPILT@michigan.gov
PO Box 30471

Lansing MI 48209

COUNTY INFORMATION
County Name -

Equaleation Cirector Name:

J Cerfication Lavel Regured for County

 CERTIFICATION

1 certify that the Vacant Agricultural Land Equalization Study for the county indicaled above was prepared under my direct

supevrvision in my role as Equalization Director. In compliance with Michigan Compiled Laws 211.10d, and the nies of the
State Tax Cammission, | am certified as an assessar al the level required for this county,

Equakzation Direcior Sgrature

Qs (IMMDDYYYY) Certfication Level (MMAD or MAAD)
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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.q.,
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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What the Fifty Mill Limitation Applies to:

Operating Debt
Millage Millage

Unchartered Counties Included Excluded
Unchartered Townships Included Excluded
School Districts Included Excluded
Intermediate School Districts Included Excluded
(special or vocational education operating millage) Excluded
Cities Excluded Excluded
Villages Excluded Excluded
Charter Counties Excluded Excluded
Charter Townships
(incorporated before December 23, 1978) Excluded Excluded
(incorporated solely by resolution and without Included Excluded
a vote of township electors on or after
December 23, 1978)
Charter Authorities, or Qther Authorities (such Excluded Excluded

as district libranes and community colleges)

Citizens Research Council of Michigan

Included in the 50 Mill Limitation Not Included in the 50 Mill Limitation
County Oper (Any) Charter Millage (County or Twp)
Township Oper (Any) City Millage (Any)
Local K12 SD Oper (NH, HH, SF, & Rec) Village Millage (Any)
ISD Allocated & Enhancement Oper Any Authority Millage
SET ISD Voc/Spec Ed Millage
Debt not approved by the voters Community College Millage (AG Opinion 5866)
Oper for Charter Twp, where charter Debt approved by the voters
not approved by voters Judgements

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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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.

Each county has a County Representative and Grant Administrator that reports to
the state. They oversee this plan at the county level.
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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

o 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.

e 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

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.

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
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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

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
databases can be broken. Errors of this sort are often not only difficult to detect and may
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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 an 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 there 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.

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%.
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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 County’s 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 county’s 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.
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NETWORK STRUCTURE

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.

Mame

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 belownin the “4015” folder.

Mame Status Date modified Type
Ag @ 8/19/2019 11:42 AM File folder
Com @ 12172019 8:24 PM File folder
Ind @ 12/23/2019 9:59 AM File folder
Perscnal & 8/19/2019 11:42 AM File folder
Res &) 9/19/2019 11:42 AM File 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.
Mame Status Date modified Type Size
Sale Study 4015's (Mot used) (&) 12712019 2:24 PM File folder

80-01_ALMENA TOWNSHIP - L-4015(a), .. @ 12/1/2019 825 PM Adobe Acrobat D... 55 KB
80-02_ANTWERP TOWMNSHIP - L-4015(a).. @ 12/1/2019 &:25 PM Adobe Acrobat D... 55 KB
80-03_ARLINGTOM TOWMNSHIP - L-4015(.. @ 2/1/2019 8:25 PM Adobe Acrobat D... 33KEB
80-04_BAMNGOR TOWNSHIP - L-4015(g), .. @ 12/1/2010 8:25 PM Adobe Acrobat D... 52KB
80-05_BLOOMINGDALE TOWNSHIP - L-.. @& 12/1/2019 8:25 PM Adobe Acrobat D... 55 KB
80-06_COLUMBIA TOWMSHIP - L-40153(.. @ 12/1/2019 8:25 PM Adobe Acrobat D... 54 KB
80-07_COVERT TOWMNSHIP - L-4015(a), .. @ 127172019 8:25 PM Adobe Acrobat D... 53 KB
80-08_DECATUR TOWNSHIP - L-4015(a),.. @ 12/1/2019 8:25 PM Adcbe Acrobat D... 55 KB
B0-09_GEMEVA TOWMSHIP - L-4013(z), .. @ 12/1/2019 825 PM Adobe Acrobat D... 54 KB
80-10_HAMILTOMN TOWMNSHIP - L-4015(a.. @ 12/1/2019 8:25 PM Adobe Acrobat D... 55 KB
80-11_HARTFORD TOWMNSHIP - L-4015(a.. @ 12/1/2019 8:25 PM Adobe Acrobat D... 54 KB
80-12_KEELER TOWMSHIP - L-4015(z), C... @ 12/1/2019 8:24 PM Adobe Acrobat D... 54 KB
80-13_LAWRENCE TOWMSHIP - L-4015{... @ 12/1/2019 8:24 PM Adobe Acrobat [... 55 KB
B0-14_PAW PAW TOWNSHIP - L-4015(a),... @ 12/1/2019 8:24 PM Adobe Acrobat D... 56 KB
80-15_PINE GROVE TOWNSHIP - L-4013(... @ 12/1/2019 8:24 PM Adobe Acrobat D... 54 KB
80-16_PORTER TOWNSHIP - L-4015(g), C... @ 12/1/2010 8:24 PM Adobe Acrobat D... 54 KB
80-17_SOUTH HAVEN TOWMNSHIP - L-40.. @ 12/1/2019 8:24 PM Adobe Acrobat D... 55 KB
80-18_WAVERLY TOWNSHIP - L-4015(a),.. @ 2/1/2019 8:24 PM Adobe Acrobat D... 53 KB
80-51_CITY OF GOBLES - L-4015(g), Co.. @ 12/1/2019 8:24 PM Adcbe Acrobat D... 34 KB
80-32_CITY OF HARTFORD - L-4015(a), .. @ 12/1/2010 8:24 PM Adobe Acrobat D... 54 KB
80-33_CITY OF SOUTH HAVEM - L-4015(.. @ 12/1/2019 8:25 PM Adobe Acrobat D... 57TKB
80-54_CITY OF BANGOR. - L-4015(a), Co.. @ 12/1/2019 8:25 Pl Adobe Acrobat D... 54 KB

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 31, 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

©)
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REV 05-2020

COUNTY EQUALIZATION ESSENTIAL DUTIES CHECK LIST

A Recommendation of Best Business Practices

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

JANUARY

Prepare tentative equalization ratios and estimated multipliers to meet publishing deadline of the third Monday in February.

(By December 31st) — The equalization director will send STC Forms 4618 and 4504 (L-4015 and L-4015a), Form 2793 (L-4017 and L-4047), Form 603
(L-4018R) and 602 (L-4018P) and L-4018 Recap, Land Value Grid (LVG)/Analysis, Economic Condition Factor (ECF) determination/analysis and Form
3215 (L-4113) - Certification of Equalization Study by Equalization Director to STC. (MCL 211.2, R 209.41 (5))

(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
tiled with the STC at equalization@michigan.gov. (R 209.41 (4))

It is recommended that CED commence selection of parcels for upcoming appraisal studies in all classes where there are not enough sales to conduct a
sales ratio study and upon rolling over county database to the new assessing cycle to immediately check those parcels in the CAMA program for
reporting on form L-4014A.

FEBRUARY

It is recommended that the equalization director conduct pre-March Board of Review audits for each local unit of government.

(On or before third Monday in February) - The equalization director will publish tentative equalization ratios and estimated multipliers.
(MCL 211.34a(1))

It is recommended that the CED continue parcel selection and mapping of appraisal parcels and examine available sales parcels used for upcoming land
and ECF analysis checking parcels into CAMA program for reporting on form L-4014A.
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MARCH

It is recommended that parcel selection and mapping of appraisal parcels and parcels used for upcoming land and ECF analysis be checked into
CAMA program for reporting on form L-4014A.

It is recommended that CED start performing record verification on sampling of local unit Personal Property statements. in anticipation of the
December 1st and December 31st study reporting deadlines.

APRIL

Finalize appraisal parcel mapping and begin field work.

(Wednesday following 1st Monday in April) - The equalization department will receive Form 606 (L-4021) and Form 607 (L-4022) from each of the
local unit assessors. (R 209.26 (6a), (6b))

(Wednesday following first Monday in April, or tenth day after adjournment of the March Board of Review, whichever occurs first) - The
equalization department will receive the completed assessment roll and database from each local unit of government and complete post board of
review audit procedures per county guidelines. (MCL 211.30 (6))

(On or before 2nd Monday in April) — The equalization director will present to the County Board of Commissioners a report that recommends the
equalized value of each class of real and personal property for each local unit. (R 209.41 (6))

(Tuesday following 2nd Monday in April) - The Board of Commissioners will meet in session to equalize the assessment rolls in the manner
provided by law. The equalization will be completed before the first Monday in May. (MCL 209.5 and MCL 211.34 (1))

(No later than the 3rd Monday in April) - The equalization director will eFile Form 2164 (L-4023) for each local unit. (R 209.41 (6))

(No later than the 3rd Monday in April) - The equalization director will eFile Form 4626, Assessing Officer’s Report of Taxable Values as of State
Equalization in May, for each unit in the county. (MCL 207.12)
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MAY ***Field Review of appraisal parcels ongoing***

[0 The equalization department will run Form 4618 (L-4015) reports for each local unit for sales that occurred from April 1 of 2 years prior through March
31 of the current year and analyze and code for Land Value (LV) and Economic Condition Factor (ECF) purposes and will establish study plans for these
parcels and sales ratio studies. Parcels utilized in Land /ECF value analysis should be mapped and field inspected.

[0 (By the first Monday in May) — The County Board of Commissioners will complete equalization before the first Monday in May. (MCL 209.5 and
MCL 211.34 (1)). The equalization director will eFile Form 608 (L-4024), Official County Board of Commissioners report of County Equalization.
(MCL 211.34d)

[0 (On or before the first Monday in May) - The equalization department will receive the assessor’s tabulation of taxable valuations for each classification
of property on STC form (609) L-4025 to be used in “Headlee” calculations. (MCL 211.34d(2))

[0 (2nd 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. (Counties under a corrective plan prescribed by the STC will be required to attend if the Corrective Plan requires attendance)
(R 209.43 (1))

[0 (4th 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. (Counties under a corrective plan prescribed by the STC will be required to attend if the Corrective Plan requires attendance)
(R209.43 (7))

JUNE ***Field Review of appraisal parcels and parcels utilized in Land/ECF analysis ongoing***

It is recommended that the equalization director notify each local unit assessor of the county’s study plan for each class in their unit including draft
Form 4618 (L-4015) sales ratio study listing and Form 2793 for the 2-year (L-4017) section.

(On or before first Monday in June) - The equalization director will file Form 612 L-4028 Millage Reduction Fraction Computation and 613
(L-4028-1C) with the County Treasurer & STC. (MCL 211.34d and 211.150)

(On or before May 31st) - Personal Property Summary Report (PPSR) & (On or before June 7th) - Personal Property Inter-County Summary
Report (PPSR-IC) are due to the Department of Treasury. (MCL 123.1353(3))

(Fourth Monday in June) — The equalization director will eFile the L-4046 Taxable Valuations to the STC. (MCL 211.27d)

(By June 30th) - It is recommended that the equalization director file Form 5571 (L-4014a) Preliminary Appraisal Study Listing with the PSD staff.

OO0 O O0

(By June 30th) — The equalization director will file Form 3689 (L-4027i) Interim Status Report with the STC at equalization@michigan.gov
to notify them of their planned studies. (R 209.41 (4))

Appendix Page 7


mailto:equalization@michigan.gov

JULY - AUGUST - SEPTEMBER  **Field Review of appraisal parcels and parcels utilized in Land/ECF analysis ongoing***

O

It is recommended that the equalization director prepare finalized Form 4618 (L-4015) sales ratio study listing and Form 2793 for the 2-year (L-4017)
section that was previously delivered in June to each local unit assessor. In November, the one-year section of Form 2793 (L-4047) should be reconciled
separately for sales through the end of September.

It is recommended that the equalization director analyze land sales, establish land values, and provide them to each local unit assessor and PSD staff for
review.

(By August 31st) — If the county study plan has been revised, the equalization director will file a revised Form 3689 (L-4027i) Interim Status Report
with the STC at equalization@michigan.gov. (R 209.41 (4))

It is recommended that equalization director will establish economic condition factors (ECF’s) for each class in each local unit where an appraisal
study is being conducted and will provide same to PSD staff.

It is recommended that the equalization director begin the preparation and analysis of all data necessary for the apportionment report that will go to
the County Board in October.

It is recommended that the equalization department will enter into the county’s computer assisted mass appraisal (CAMA) system the land values and
ECF's as calculated.

OCTOBER “*Field Review of appraisal parcels ongoing***

O

O
O

The equalization director will verify that land values and ECF’s have been applied as calculated into the CAMA software and if ECF’s and land values
have changed since last reporting to PSD, will provide updates to PSD staff as applicable.

The equalization director will present the Apportionment Report to County Board of Commissioners.

(By October 31st) - If the county study plan has been revised, the equalization director will file a revised Form 3689 (L-4027i) Interim Status Report
with the STC at equalization@michigan.gov (R209.41 (4))
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NOVEMBER - DECEMBER

The equalization director will run one-year sales studies on STC Forms 4618 (L-4015), 2793 (L-4047) and review for use of one-year study as per STC
Bulletin 9 of 2017 and will send to local units as applicable.

The equalization director will verify that the 100% study box in CAMA accurately reflects the study characteristics.

(By November 1st) - The equalization director should deliver the year’s sales ratio studies on Form 2793 with both the L-4017 and L-4047 sections
complete to PSD Staff for review.

(By December 1st) — The equalization director shall deliver the year’s appraisal studies to the assessors and PSD Staff for review. It is recommended
that the equalization director send the Form 603 (L-4018R) to each local unit assessor.

(By December 1st) — The equalization director will submit the apportionment millage report (L-4402) to the STC. (MCL 211.37 and MCL 207.12)

(By December 1st) — If the studies have been modified since November 1, the equalization director shall report updated equalization studies to the
assessors and PSD staff.

ADDITIONAL ITEMS TO BE CONSIDERED DURING THE ANNUAL EQUALIZATION CYCLE

The equalization department will provide a back-up of sales databases and appraisal databases (that include updated
sketches, pictures, and pricing of study parcels) when requested by PSD Staff.

. The equalization department should process deeds regularly (daily/weekly/monthly) as provided by their Register of Deeds
office.

o The equalization department processes and procedures should include the mailing of real property statements (RPS), Form
L-4182R, as necessary as deeds are processed.

. The equalization department should visually/physically verify any sales/parcels that are used for land value and ECF analysis. Use of aerial
imagery may be warranted in some instances.

. The equalization department will net road rights of way and county surface drains on all applicable parcels and agricultural land
per statute and STC guidance. (MCL 211.7e) (1981-1982 OAG No. 6007, November 1981)

o It is recommended that the equalization department should utilize the L-4014A and L-4015A check boxes in CAMA to accurately reflect
the parcels in study.

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

o The EQ director will complete all computations for rollbacﬁgﬁgélg&g‘f&th in Assessing, Truth in County Equalization,

and Truth in Taxation.
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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 unitin the county with the STC (no later than the third
Monday in April)
Archive Database
Roll BS&A Database for new year
Finalize current taxmaps 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 1stto current date and review for LV, ECF or study
parcel
Select parcels to Studvin all classes without enouah 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 1stto 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)
SubmitL-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

Assisttaxing authorities with L-4029's
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Month Activity
July * Land Values Established
* JBOR Audit/Balance
*  Summer TaxBillings Mailed
* Continue with Field Work and Audits
* Complete the L-4015
* Complete the L-4017
* Complete appraisals on parcels with sales for ecf purposes
Auqust * Continue field work on appraisal studies
* Continue personal property audits/reviews
* Data entryin BS&Afor 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)
* Sendthe 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 sentto 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
. andL-4113 (3215)- Certification of Equalization Study by Equalization Director to
g;%ecemo er 31st, It the county study plan has been revised since Uctober 31st
* filing a revised Form 3689 (L-4027i) Interim Status Report should be filed with the
STC atequalization@michigan.gov
* Results of equalization studies to assessor's & PSD December 1st
* DBOR audit/balance
*  Winter TaxBillings Mailed

Continue process of assessment roll maintenance
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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 exportto 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 anyremaining revised L-4018's and Recaps to STC

File last year's appraisal studies

Assistlocal units with land value maps & ECF maps

Pre MBOR audits

Continue work on new year studies, check parcels within BSA for L-4014A

* * * * * *

*

Continue assisting local units with land value maps & ECF maps
* Boards of Review meet

March

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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GENERAL SCHEDULE #37 - County Equalization Departments

This records Retention and Disposal Schedule covers records that are commonly found
in county equalization departments. The records that are described on the attached
pages are deemed necessary (1) for the continued effective operation of Michigan
government, (2) to constitute an adequate and proper recording of its activities, and (3)
to protect the legal rights of the government of the State of Michigan and of the people.
We, the undersigned, believe that this schedule meets the administrative, legal, fiscal
and archival requirements of the State of Michigan.

koo k U‘%\/ﬁ.—’* ‘7/ / f/ /7
Nicolas L. Wheeler, MAAQO(3), President _ (Date)
Michigan Association of Equalization Directors

S

Brice Sample, Records Manager (Date)
Department of Technology, Management and Budget, Records Management Services

{ {ov‘?/{ i ' ﬁfm 1o/ /12
Mark E. Harvey, State Archiviﬂs/ ' (Date)
Department of Natural Resoufces, Archives of Michigan

State Administration Board (Date)
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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.
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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.
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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 Dep

artments

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 ApjpemndixwRageidigan.gov/recordsmanagement.




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

Item # Series Title Series Description Retention Approval Date
Period
103 Department Policies and These records document the policies and RETAIN UNTIL: 10/24/2017
Procedures procedures of the department. They may also Policy is

include copies of other county related procedures |superseded by a
such as emergency operations, human resources, [new version
and other similar materials. THEN: Destroy

104 Finance / Budget These records document financial or budget RETAIN UNTIL: 10/24/2017
reporting for the equalization department. They |Fiscal year ends
may include, but may not be limited to, PLUS: 2 years
mileage/work logs, purchase requests, invoices THEN: Destroy
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.

105 Subject Files These records document administrative analysis, |RETAIN UNTIL: 10/24/2017
program and project planning, procedure Topical file is of
development, and programmatic activities. interest for
Subject files are generally organized alphabetically [ongoing
by topic. Topical files may be specific to each administration
county’s operations. They may include, but may  [PLUS: 5 years
not be limited to, periodic activity reports THEN: Destroy
(narrative and statistical), special reports, project |NOTE: Some
planning notes, organization charts, land division |topical files may
applications, newspaper notices, MTT appeals, have historical
Impact Aid reports, SEV lists by authority, IFT value and
reports, and other similar documents. Subject files |should be kept
do NOT include files related to individual program |longer
activities, human resources files, and accounting
records. For topics of continuing interest, files may
be segmented into annual files.

106 Planners/Calendars These records track an individual staff member’s  [RETAIN UNTIL: 10/24/2017
work-related meetings, assignments, and tasks. Scheduled
Individual employees are responsible for retaining |event takes
their planners/calendars for the duration of this place

retention period. They may be paper or electronic.

PLUS: 2 years
THEN: Destroy

General schedules are available ApjpemndbxwRageikigan.gov/recordsmanagement.




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

Item # Series Title Series Description Retention Approval Date
Period
107 Staff and Project Meeting These records document staff meetings, meetings [RETAIN UNTIL: 10/24/2017
Records with other government agencies, etc. These Meeting date
records do not include Board of Commissioners PLUS: 2 years
meetings, council meetings and other official THEN: Destroy
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.
Equalization Study Records
200 Sales Study Records These records document the annual sales study RETAIN UNTIL: 10/24/2017
conducted by the Equalization Department. They [Date created
may include, but may not be limited to, official PLUS: 3 years
forms required by the Michigan Department of THEN: Destroy
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).
201 Appraisal Study Records These records document the annual appraisal RETAIN UNTIL: 10/24/2017

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).

Date created
PLUS: 3 years
THEN: Destroy

General schedules are available ApjpemndixwRageBigan.gov/recordsmanagement.




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

Item # Series Title Series Description Retention Approval Date
Period
202 Analysis for Equalization These records document the annual Analysis for ~ [RETAIN UNTIL: 10/24/2017
Records Equalization that is conducted by the Equalization |Date created

Department. They may include, but may not be PLUS: 3 years
limited to, official forms required by the Michigan |THEN: Destroy
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).

County Equalization Records

300 Equalized Value Finalizing These records document the annual process of RETAIN UNTIL: 10/24/2017

Records

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.

Date created
PLUS: 3 years
THEN: Destroy

General schedules are available ApjpemndixwRage&higan.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 ApjpendixwRageRBigan.gov/recordsmanagement.




STATE OF MICHIGAN - RECORDS MANAGEMENT SERVICES

GENERAL SCHEDULE #37 - COUNTY EQUALIZATION DEPARTMENTS

Item # Series Title Series Description Retention Approval Date
Period

303 Apportionment Records These records document the finalization of millage [RETAIN UNTIL: 10/24/2017
levies. They may include, but may not be limited |Date created
to, official forms required by the Michigan PLUS: 10 years
Department of Treasury - State Tax Commission THEN: Destroy
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.

Mapping Records

400 Tax Maps These records document mapping activities that RETAIN UNTIL: 10/24/2017
support the collection of taxes. They may include, [Date created
but may not be limited to, paper tax maps, land PLUS: 5 years
value maps, sales maps, recorded and non- THEN: Destroy
recorded surveys.

401 Geographic Information System |These records document different data layers which RETAIN UNTIL: 10/24/2017

(GIS) Data

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).

Date created
PLUS: 5 years
THEN: Destroy

General schedules are available ApjpemndixwRage&Bigan.gov/recordsmanagement.
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STANDARD OMN RATIO STUDIES—2012

of property groups differ (Hart 2001). Dhismbution-free
statistics are the median and the COD.

6. Sample Size

6.1 Importance of Sample Size

There 15 a general relafionship between statstical reli-
ability and the number of observations m a sample. The
larger the sample size, the greater the rehiability.

6.2 Adequacy of a Given Sample Size

The adequacy of a given sample size can be evaluated by
computing measures of rehiability. Ifthe confidence mter-
val 13 sufficiently narrow, the sample 15 large enough If the
confidence interval 1s too wide, the assessor must exther
accept less precision or enlarge the sample, 1f possible.

6.3 Required Sample Size

Formulas are available to compute the mimimum sample size
necessary to produce selected margms of ervor at a spectfied
level of confidence. Such formulas depend crucially on the
estmated vanabibty of the ratios (Cochran 1977).

6.4 Remedies for Inadequate Samples

Small samples should be enlarged 1f the assessor deswes to
increase the reliability of statistical measures. Inadequate
sample sizes are typically indicated by unacceptably wide
confidence intervals. The following alternatives should
be considered:

1. Resmanficaron. If levels of appraizal are simular
or properties are homogenous, broader strata
containing larger samples can be created by
combining existing strata or by stratifying on 2
different basis.

2. Extending the peried from which sales are
drawn. This 15 often the most practical and
effective approach. Sales from prior years can
be uzed:; however, adjusting the szle price for
time may be necessary and significant property
charactenstics must not change.

3. Enlarging the sample by validating previously
rejected sales. Sales previously excluded from
the analy=is, because it was not admimstratrvely
expedient to confirm them or to make
adjustments, can be reevaluated.

4. Impunng appraisal performance. Ratio study
statishes for strata with no or few sales can
sometimes be imputed from the results obtained
for other strata. These strata should be as similar
as possible. Procedures and technigues used to
appraise propertes i the strata also should be
similar.

16

6.5 Other Sample Size-Related
Representativeness Problems

Sales from areas or substrata in which the number of sales
1z disproportionately large can distort ratio study results by
weightng level and umformity indicators toward whatever
condifions exist in the overrepresented area. To alleviate
this problem and create better representativeness, large
samples can be finther stratified by

randomly selectmg sales to be removed

1selating the overrepresented groups into substrata

redefining the ime penod for the overrepresented
groups
weighting the data

7. Reconclliation of Ratlo Study Performance
Measures

An important objective of a ratio study conducted by a
local junisdiction 15 the evaluation of model performance.
Thas 1s a USPAP requirement in the reconciliation of 2 mass
appraisal. Assessing officials must incorporate a quality
control program_ imecluding checks and audits of the data,
to ensure that sold and unsold parcels are appraised at
the same level This also requires charactenstic data for
both sold and unsold properties to be cwrrent, appropnate,
relevant, and collected in a consistent manner.

8. Presentation of Findings, Documentation,
and Tralning

The findings of aratio study should be sufficiently detailed
and documented to meet the needs of the users of the
study. Documentation for internal ratio studies can be less
detailed than for reports prepared for external uses. The
following documentation should be provided in conune-
tion with any published ratio study.

8.1 Text

A bnef text descnibing the pwrpose and the methods used
should accompany a ratio study. Thas information can be
incorporated m the report of the findinzs or be contained
in a separate memorandum. The text should contain the
statistics prezented and cutlme the major procedural steps
in completing the study. The text also should descnibe any
rules for elminating sales or exfreme ratios and acknowl-
edge any sigmificant himitations in the data.

8.2 Exhibits

The body of the ratio study report should mclude for
each stratum the statistical results infended to be used for
decizion-making purposes. All reports should contain the
following mformaton:
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T=it=Value" corresponding to
the desired confidence level

s=standard deviation

e=the maximum tolerated
error (not as a %) in the
estimated level of appraisal
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State Tax Commission

CAMA DATA STANDARDS

December 17, 2019
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CAMA Data Standards
Content List

Property Class Codes

Taxable Status Codes

Property Exemption Codes

Define Terms of Sale

Define Instruments of Sale

Sale — Verified By

School District Codes

Government Unit Codes
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Property Class Codes

Code Description Class Type Category
001 Retired Split / Combine Reference Real Real
002 | New Split/ Combine Reference Real Real
003 | Reference Personal Reference Personal Personal
004 | Reference Special Acts Real Reference Special Real Special Real
005 | Reference Special Acts Personal Reference Special Personal Special Personal
006 | Non-Assessable Permanent Reference Reference Permanent Real
101 | Agricultural - Improved Agricultural Real
102 | Agricultural - Vacant Agricultural Real
110 | AG - Building on Leased Land Agricultural Real
111 | AG - Leasehold Improvements AG Personal Personal
151 | AG - Personal Property AG Personal Personal
160 | AG - Conservation Reserve Restricted Agricultural Real
201 | Commercial - Improved Commercial Real
202 | Commercial - Vacant Commercial Real
207 | Commercial Condominiums Commercial Real
210 | Commercial Building on Leased Land Commercial Real
211 Commercial - Leasehold Improvements Commercial Personal Personal
251 Commercial Personal Commercial Personal Personal
260 | Commercial - Conservation Reserve Restricted Commercial Real
301 Industrial - Improved Industrial Real
302 | Industrial - Vacant Industrial Real
307 | Industrial Condominiums Industrial Real
310 | Industrial Building on Leased Land Industrial Real
311 Industrial - Leasehold Improvements Industrial Personal Personal
351 Industrial - Personal Property Industrial Personal Personal
352 | Industrial - Personal Property Solar / Wind Industrial Personal Personal
401 Residential - Improved Residential Real
402 | Residential - Vacant Residential Real
407 | Residential Condominiums Residential Real
408 | Residential - Improved Waterfront Residential Real
409 | Residential - Vacant Waterfront Residential Real
410 | Residential Building on Leased Land Residential Real
411 Residential Leasehold Improvements Residential Personal Personal
451 Residential Personal Residential Personal Personal
460 | Residential - Conservation Reserve Restricted Residential Real
501 | Timber Cutover - Improved Timber Cutover Real
502 | Timber Cutover - Vacant Timber Cutover Real
551 Utility Personal Property Utility Personal Personal
601 Developmental - Improved Developmental Real
602 | Developmental - Vacant Developmental Real
610 | Developmental Building on Leased Land Developmental Real
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Taxable Status Codes

There are two Taxable Statuses:
1) Taxable

2) Exempt
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Property Exemption Codes

MCL
Citation Description
211.7 Federal Property
211.7a Not Applicable
211.7b Disabled Veteran
211.7¢c Repealed
211.7d Elderly or Disabled
211.7e Trees, Shrubs R/W
211.7f Repealed
211.7g Seawall
211.7h Solar, Wind, Water Energy
211.7i Existing Facility
211.7j New or Existing Commercial Facility
211.7k Industrial Facilities Tax
211.71 State Property
211.7m County, Township, City, Village, School District, Parks
211.7n Non-Profit Theater, Library, Educational, Scientific Institution
211.70 Non-Profit Charitable Institution
211.7p Memorial Homes or Posts
211.7q Box or Girl SCQUt. or Campfire Girl’'s Organization; 4-H Club or Foundation; Young Men's or Women's
Christian Association
211.7r Certain Clinics
211.7s Houses of Public Worship; Parsonage
211.7t Burial Grounds, Rights of Burial, Tombs and Monuments
211.7u Poverty Exemption
211.7v Property of Certain Corporations Paying Specific Tax and Railroads
211.7w Property of Agricultural Society Used Primarily for Fair Purposes
211.7x Parks, Monument Ground or Armory, Property Leased by Nonprofit Corporation to State
211.7y Landing Area
211.7z School
211.7aa | Municipal Water Authority
211.7bb | Nursery Stock Seasonal Protection Unit
211.7cc Principle Residence Exemption
211.7dd Definitions
211 7ee Qualified Agricultural Property Exemption from Tax Levied by Local School District for School Operating
Purposes, Procedures
211.71f Real & Personal Property Located in Renaissance Zone
211.7g9 Property Held by Land Bank Fast Track Authority
211.7hh | Qualified Start-Up Business
211.7ii Property Used by Innovations Center in Certified Technology Park
211.7jj Federally Qualified Health Center
211.7jj[1] | Qualified Forest Property
211.kk Eligible Non-Profit Housing Property
211.7mm | Retail Store of Charitable Non-Profit Housing Organization
211.7nn | Supportive Housing Property
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211.700 | Low Grade Iron Ore Property

211.7pp | Mineral and Open Mine Property

211.79q Mineral Producing Property

211.7ss Development Property

211.7tt Eligible Economic Development Group

211.7uu | Act Inapplicable to Non-Profit Railway

211.7vv | Transitional Qualified Forest

211.7ww | Aquaculture
125.1415a | PILOT - Exemption for Non-Profit Housing Project
124.754(7) | Land Bank Fast Track Authority
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Define Terms of Sale

Number Terms of Sale L-4015 (Form 4618)
01 Abandonment Reference
02 Abated Reference
03 Arm’s Length Conventional/Creative
04 Buyers interestina LC Reference
05 Correcting Title Reference
06 Court Judgement Reference
07 Death Certificate Reference
08 Estate Reference
09 Family Sale Reference
10 Foreclosure Reference
11 From Lending Institution Exposed Conventional
12 From Lending Institution Not Exposed Reference
13 Government Reference
14 Into / Out of Trust Reference
15 Lady Bird Reference
16 LC Payoff Reference
17 Lending to Lending Reference
18 Life Estate Reference
19 Multi Parcel Arm’s Length Conventional/Reference
20 Multi Parcel Sale Ref Reference
21 Not Used Reference
22 Outlier Not Used
23 Part of Ref Reference
24 Partial Assessment Not Used
25 Partial Construction Not Used
26 Partial Interest Reference
27 Redemption Reference
28 Relocation Reference
29 Sellers Interestina LC Conventional/Reference
30 Short Sale Reference
31 Split Improved Not Used
32 Split Vacant Not Used
33 To Be Determined Conventional
34 To Lending Institution Reference
35 Under Duress Reference
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Define Instruments of Sale

Instrument Type
Code Explanation
WD Warranty Deed
SD Sheriff's Deed
QC Quit Claim
PTA Property Transfer Affidavit
OTH Other
MLC Memo of Land Contract
LC Land Contract
CD Covenant Deed
AFF Affidavit

Sale — Verified By

Explanation

Agent

Buyer / Seller

Deed

Not Verified

Other

Property Transfer Affidavit

Realtor

Real Property Statement

Title Company
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https://www.michigan.gov/documents/taxes/School_District_Code_List_609934_7.pdf

School District Code List (See MI-1040 or MI-1040CR, line 4.)
Michigan public school districts are listed alphabetically with code numbers to the left of the names. When more than
one district has the same name, the county or city name in parentheses helps you choose the right district. Residents,
choose the code for the district where you lived on December 31, 2018. Call your local assessor or treasurer if you do

not know your school district name.

31020
46020
46010
58020
79010
24030
05010
13010
01010
74030
03030
82020
70040
29010
44020
04010
50040
81010
06010
50050
07010
29020
13050
25130
60010
06020
02010
63070

32010
43040
80020
80240
09030
07020
21090
19100
13020
09010
37040
51020
15010
26010
58030
25240
34080
05040
23010
25060
25230
11010
10015
63050
34140
11240
27010
21065
62470
54010
73170
63010
46040
63080
80090
49020
15020
15030
63180
11210
29040
22030

Adams Twp.
Addison
Adrian
Airport
Akron-Fairgrove
Alanson

Alba

Albion

Alcona
Algonac
Allegan

Allen Park
Allendale
Alma

Almont
Alpena
Anchor Bay
Ann Arbor
Arenac Eastern
Armada
Arvon Twp.
Ashley

Athens
Atherton
Atlanta

Au Gres-Sims
AuTrain-Onota
Avondale

Bad Axe
Baldwin

Bangor (Van Buren)
Bangor Twp.
Bangor Twp. (Bay)
Baraga

Bark River-Harris
Bath

Battle Creck
Bay City

Beal City

Bear Lake
Beaver Island
Beaverton
Bedford

Beecher

Belding

Bellaire
Bellevue

Bendle

Bentley

Benton Harbor
Benzie County Central
Berkley

Berlin Twp.
Berrien Springs
Bessemer

Big Bay De Noc
Big Jackson

Big Rapids
Birch Run
Birmingham
Blissfield
Bloomfield Hills
Bloomingdale
Bois Blanc Pines
Boyne City
Boyne Falls
Brandon
Brandywine
Breckenridge
Breitung Twp.

73180
11340
47010
17140
46050
12020
76060
11310
28035
56020
75020
02020
78020
41040

83010
41050
31030
30010
74040
25080
55010
79020
73030
59020
76070
32030
79030
14010
41070
50010
05035
59125
75030
15050
23030
31050
16015
81040
73110
54025
50080
32040
18010
63090
63190
63270
39020
46060
50070
25150
12010
56030
32260
11330
75040
38040
39030
41080
38080
75050
70120
78100
80040
20015
82230
76080

33040
25140
82030
82040

Nonresidents, enter “10000”

Bridgeport-Spaulding
Bridgman
Brighton
Brimley

Britton Deerfield
Bronson

Brown City
Buchanan
Buckley

Bullock Creck
Burr Oak

Burt Twp.
Byron

Byron Center

Cadillac
Caledonia
Calumet
Camden-Frontier
Capac
Carman-Ainsworth
Carney-Nadeau
Caro

Carrollton

Carson City-Crystal
Carsonville-Pt. Sanilac
Caseville

Cass City
Cassopolis

Cedar Springs
Center Line
Central Lake
Central Montcalm
Centreville
Charlevoix
Charlotte
Chassell Twp.
Cheboygan
Chelsea
Chesaning Union
Chippewa Hills
Chippewa Valley
Church

Clare
Clarenceville
Clarkston
Clawson
Climax-Scotts
Clinton
Clintondale

Clio

Coldwater
Coleman

Colfax Twp.
Coloma

Colon

Columbia
Comstock
Comstock Park
Concord
Constantine
Coopersville
Corunna

Covert

Crawford AuSable
Crestwood
Croswell-Lexington

Dansville
Davison
Dearborn
Dearborn Heights

80050
76090
46070
08010
17050
82010
19010
81050
31100
14020
44050
58050
78030

74050
50020
41090
38090
15060
33010
34340
23050
11250
82250
14030
05060
32050
05065
31070
49055
21010
09050
67020
66045
40060

68030
63200
18020
03050
25100
63020
50090
82180
25010
25120
40020
41110
36015
19070
47030
73190
10025
50100
73200
53030
62040
61080
29050

39050
11160
82050
69020
25070
82290
21025
26040
45010
03440
80110
41120

in the school district code box.

Decatur
Deckerville
Deerfield
Delton-Kellogg
DeTour

Detroit

DeWitt

Dexter

Dollar Bay-Tamarack City
Dowagiac Union
Dryden

Dundee

Durand

East China

East Detroit

East Grand Rapids
East Jackson

East Jordan

East Lansing
Easton Twp.

Eaton Rapids

Eau Claire

Ecorse
Edwardsburg

Elk Rapids
Elkton-Pigeon-Bay Port Laker
Ellsworth

Elm River Twp.
Engadine
Escanaba
Essexville-Hampton
Evart

Ewen-Trout Creek
Excelsior

Fairview
Farmington
Farwell
Fennville
Fenton
Ferndale
Fitzgerald
Flat Rock
Flint
Flushing
Forest Area
Forest Hills
Forest Park
Fowler
Fowlerville
Frankenmuth
Frankfort-Elberta
Fraser
Freeland
Free Soil
Fremont
Fruitport
Fulton

Galesburg-Augusta
Galien Twp.
Garden City
Gaylord
Genesee
Gibraltar
Gladstone
Gladwin
Glen Lake
Glenn
Gobles
Godfrey-Lee
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41020
25050
25030
70010
23060
41010
41130
62050
42030
38050
59070
82300
82055
39065
52040

11670
35020
03100
82060
31010
38100
32060
24020
13070
82320
18060
64040
80120
47060
33060
08030
63130
73210
62060
82070
60020
30020
70020
63210
33070
61120
13080
03070
72020
31110
47070
46080
70190
82340
63220

58070
44060
82080
16050
34010
34360
22010
27020
52180
29060

38170
58080
70175
69030
30030

Godwin Heights
Goodrich
Grand Blanc
Grand Haven
Grand Ledge
Grand Rapids
Grandville
Grant

Grant Twp.
Grass Lake
Greenville
Grosse Ile Twp.
Grosse Pointe
Gull Lake
Gwinn

Hagar Twp.
Hale

Hamilton
Hamtramck
Hancock
Hanover-Horton
Harbor Beach
Harbor Springs
Harper Creek
Harper Woods
Harrison

Hart

Hartford
Hartland
Haslett
Hastings

Hazel Park
Hemlock
Hesperia
Highland Park
Hillman
Hillsdale
Holland

Holly

Holt

Holton

Homer
Hopkins
Houghton Lake
Houghton-Portage Twp.
Howell
Hudson
Hudsonville
Huron

Huron Valley

Ida

Imlay City
Inkster

Inland Lakes
ITonia

Ionia Twp.
Iron Mountain
Ironwood
Ishpeming
Ithaca

Jackson

Jefferson (Monroe)
Jenison
Johannesburg-Lewiston
Jonesville



39010
51045
40040
25110
41140
41145
41150
41160
28090
79080

07040
50140
78040
57020
25200
31130
63230
50120
11030
13090
50130
59090
25280
34090
63280
33020
44010
80130
80140
45020
49040
33100
81070
82090
25250
30040
82095
41170
53040

49110
16070
46090
63140
05070
81080
51070
77010
83060
23065
13095
14050
67050
76140
52170
13110
03060
74100
33130
58090
53010
53020
80150
79090
57030
82045
74120
75060
55100
56050
73230
83070
38120
21135
56010
81100
79100
68010

Kalamazoo

Kaleva Norman Dickson
Kalkaska

Kearsley

Kelloggsville

Kenowa Hills

Kent City

Kentwood

Kingsley

Kingston

L’Anse

L’Anse Creuse
Laingsburg

Lake City

Lake Fenton

Lake Linden-Hubbell
Lake Orion

Lake Shore (Macomb)
Lakeshore (Berrien)
Lakeview (Calhoun)
Lakeview (Macomb)
Lakeview (Montcalm)
LakeVille

Lakewood

Lamphere

Lansing

Lapeer

Lawrence

Lawton

Leland

Les Chencaux

Leslie

Lincoln

Lincoln Park

Linden

Litchfield

Livonia

Lowell

Ludington

Mackinac Island
Mackinaw City
Madison (Lenawee)
Madison (Oakland)
Mancelona
Manchester
Manistee
Manistique

Manton

Maple Valley

Mar Lee

Marcellus

Marion

Marlette

Marquette

Marshall

Martin

Marysville

Mason (Ingham)
Mason (Monroe)
Mason County Central
Mason County Eastern
Mattawan

Mayville

McBain

Melvindale-North Allen Park

Memphis
Mendon
Menominee
Meridian
Merrill
Mesick
Michigan Center
Mid Peninsula
Midland
Milan
Millington
Mio-AuSable

61060
58010
59045
61180
25260
49070
46100
54040
78060
50160
25040
37010
02070
61010
61020

38130
52090
11200
50170
78070
62070
52015
11300
30050
44090
55115
22045
32080
61230
45040
41025
82390
38140
22025
75100
63100

63250
61065
33170
23080
71050
23490
51060
46110
66050
61190
35010
03020
19120
32090
78110
63110

34040
39130
80160
76180
24040
13120
64070
78080
24070
19125
17090
47080
09090
67055
30060
03010
82100
63030
74010
39140
34110
71060
23090
52100

12040

Mona Shores
Monroe
Montabella
Montague
Montrose

Moran Twp.
Morenci

Morley Stanwood
Morrice

Mt. Clemens

Mt. Morris

Mt. Pleasant
Munising
Muskegon
Muskegon Heights

Napoleon
Negaunee

New Buffalo
New Haven
New Lothrop
Newaygo
N.I.C.E. (Ishpeming)
Niles

North Adams-Jerome
North Branch
North Central
North Dickinson
North Huron
North Muskegon
Northport
Northview
Northville
Northwest
Norway-Vulcan
Nottawa

Novi

Oak Park
Oakridge
Okemos
Olivet
Onaway
Oneida Twp.
Onekama
Onsted
Ontonagon
Orchard View
Oscoda
Otsego
Ovid-Elsie
Owendale-Gagetown
Owosso
Oxford

Palo
Parchment
Paw Paw
Peck
Pellston
Pennfield
Pentwater
Perry
Petoskey
Pewamo-Westphalia
Pickford
Pinckney
Pinconning
Pine River
Pittsford
Plainwell
Plymouth-Canton
Pontiac

Port Huron
Portage
Portland
Posen
Potterville
Powell Twp.

Quincy

21060
61210
30070
82110
67060
79110
61220
52110
50180
82120
11033
82400
63260
41210
71080
50190
82130
72010
50030
63040
17110

73010
73040
81120
46130
76210
34120
03080
17010
39160
64080
37060
32610
32620
32630
11830
80010
50200
63240
82140
63060
82405
41240
70300
38150
73240
49010
19140
11020
29100
06050
31140
55120
33200
75010
58100
02080
45050
73255
25180

48040
35030
82150
46140
13130
08050
75080
28010
82155
59080
63150

32170
13135
79145
50210

82430
50220

Rapid River
Ravenna
Reading
Redford Union
Reed City
Reese
Reeths-Puffer
Republic-Michigamme
Richmond
River Rouge
River Valley
Riverview
Rochester
Rockford
Rogers City
Romeo
Romulus
Roscommon
Roseville
Royal Oak
Rudyard

Saginaw City
Saginaw Twp.
Saline

Sand Creek
Sandusky
Saranac
Saugatuck

Sault Ste. Marie
Schoolcraft
Shelby

Shepherd

Sigel Twp. 3 (Adams)
Sigel Twp. 4 (Eccles)
Sigel Twp. 6 (Kipper)
Sodus Twp.
South Haven
South Lake
South Lyon
South Redford
Southfield
Southgate

Sparta

Spring Lake
Springport

St. Charles

St. Ignace

St. Johns

St. Joseph

St. Louis
Standish-Sterling
Stanton Twp.
Stephenson
Stockbridge
Sturgis
Summerfield
Superior Central
Suttons Bay
Swan Valley
Swartz Creek

Tahquamenon
Tawas

Taylor
Tecumseh
Tekonsha
Thornapple Kellogg
Three Rivers
Traverse City
Trenton

Tri County
Troy

Ubly

Union City
Unionville-Sebewaing
Utica

Van Buren
Van Dyke
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69040
38020
79150
32650
59150
39170

27070
30080
64090
63290
50230
50240
63300
27080
11320
33215
03040
82160
33220
52160
63160
65045
36025
70070
38010
82240
25210
62090
75070
17160
58110
61240
81140
35040
33230
81150
16100
82365
82170
41026

74130
81020

70350

Vanderbilt
Vandercook Lake
Vassar

Verona Twp.
Vestaburg
Vicksburg

Wakefield-Marenisco
Waldron
Walkerville

Walled Lake
Warren

Warren Woods
Waterford
Watersmeet Twp.
Watervliet

Waverly

Wayland Union
Wayne-Westland
Webberville

Wells Twp.

West Bloomfield
West Branch-Rose City
West Iron County
West Ottawa
Western

Westwood
Westwood Heights
White Cloud

White Pigeon
Whitefish Twp.
Whiteford
Whitehall
Whitmore Lake
Whittemore-Prescott
Williamston

Willow Run
Wolverine
Woodhaven-Brownstown
Wyandotte
Wyoming

Yale

Ypsilanti

Zeeland



Government Unit Codes

https://www.michigan.gov/documents/treasury/LocalUnitNamesCodes_110812_403341_7.pdf

The information below is a sample for Alcona County. The full list can be found at the above web link and the
CAMA vendors will use the comprehensive list as defined by the State of Michigan.

County Local Unit | Type | REVSHARE
ALCONA COUNTY ALCONA COUNTY EQ. 10000
ALCONA COUNTY ALCONA TWP. TWP 11010
ALCONA COUNTY CALEDONIA TWP. TWP 11020
ALCONA COUNTY CURTIS TWP. TWP 11030
ALCONA COUNTY GREENBUSH TWP. TWP 11040
ALCONA COUNTY GUSTIN TWP. TWP 11050
ALCONA COUNTY HARRISVILLE TWP. TWP 11060
ALCONA COUNTY HAWES TWP. TWP 11070
ALCONA COUNTY HAYNES TWP. TWP 11080
ALCONA COUNTY MIKADO TWP. TWP 11090
ALCONA COUNTY MILLEN TWP. TWP 11100
ALCONA COUNTY MITCHELL TWP. TWP 11110
ALCONA COUNTY CITY OF HARRISVILLE CITY 12010
ALCONA COUNTY VILLAGE OF LINCOLN VLG 13010
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Equalization Menu Main Menu

STATE OF MICHIGAN

JENNIFER M. GRANHOLM DEPARTMENT OF TREASURY JAY B. RISING
GOVERNOR LANSING 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. Tr_ansfer 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).

P.O. BOX 30471 « LANSING, MICHIGAN 48909-7971
www.michigan.gov/treasury e (517) 373-0500
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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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10.

1.

12.

13.

14.

15.

16.

17.

18.

19.

20.

21.

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.

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

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

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

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

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

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

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.

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

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

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

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.

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 52}5-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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STATE OF MICHIGAN
DEPARTMENT OF LABOR AND ECONOMIC GROWTH

MICHIGAN TAX TRIBUNAL
Deertfield Township,
Petitioner, MTT Docket No. 345838
\
County of Livingston, Tribunal Judge Presiding
Respondent. Victoria L. Enyart
OPINION AND JUDGMENT

Preliminary Statement of Facts

Petitioner, Deerfield Township appeals from the 2008 intra-county equalization of residential
real property as adopted by the Livingston County Board of Commissioners on April 15, 2008.
The assessed value, as adopted by the board of review for the residential class is:

$187,068,328
Deertfield Township believes that the inclusion of nine residential sales would be a 54.42% ratio

of assessed to true cash value, which would result in a negative factor of .9188.

Respondent Livingston County determined that Deerfield Township’s residential class of
property was at a 45.93% ratio of assessed to true cash value. This resulted in a 1.08855 factor
for the residential property. The assessed value as adopted by Livingston County for the
residential class is:

$203,633,509

Petitioner was represented at hearing by Michael P. Hatty, attorney and John S. Lobur, attorney.

Respondent was represented by Timothy M. Perrone, attorney.
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MTT Docket 345838
Opinion and Judgment Page 45

Final Conclusion and Judgment

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 between units. Equalization Director Towne testified that
the same methodology was utilized in all units throughout the county and we can find little fault

with her one-year sales-ratio study.

The township bears the burden of proof to show that the equalization complained of was unfair,
unjust, inequitable, or discriminatory. Essentially, the township contends that its inclusion of
nine sales typically considered non-arms-length transactions by Respondent merits more weight

than the figures reached by the county equalization department.

We conclude that the evidence presented by Petitioner does not warrant a change of equalized

values.

Deerfield Township has not met its burden of proof by the greater weight of the evidence under
MCL 211.34(4); MSA 7.52(4). The township was treated fairly, justly, equitably, and in a
non-discriminatory manner in the equalization process by the Livingston County Board of

Commissioners.
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MTT Docket 345838
Opinion and Judgment Page 46

IT IS ORDERED that the appeal of Petitioner, Deerfield Township, from the intra-county

equalization of the residential class for the year 2008 is DENIED.

IT IS FURTHER ORDERED that this case is DISMISSED with prejudice but without costs to

any party.
MICHIGAN TAX TRIBUNAL
Entered: September 11, 2008 By: Victoria L. Enyart
Tribunal Member
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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.

This document is meant for the internal use only of the Berrien County Equalization Department
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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.
Tasks | Reports | Utlities  BS&A Applications  Help

& Print Agricultural Bulding Reports ch [0]

‘ Assessing Reports ] it
% Buiing Permit Reports

Comm. find. Ruldina Renorts —

e  After the Run Report window appears select “L4021” in the name drop down menu.
Category: | Assessing Reports ~|

Name: |L-4021 ~|

e Report Options should be set up as follows.

Format: [Lie Manatror's = |
[ IF Manatron or Resource, show SEV, Cap, and Taxable
Indude: [All Parcels |
[] Show Block and Section Totals
Totals Option: [one =l
Gov. Unit: {01 BAINBRIDGE TOWNSHIP -l

Close

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

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

Population: |AII Records j

Spec. Pop: |Real Parcels Only j
Apply Advanced Query to Population

Advanced Query...

e 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.

Advanced Query

% Clear Query Q Save Query To DB % Load Query From DB

f

Select query to load

AG CLASS
AUDIT
CLASS COMPARE

CLASSNOT 993 AND 0 VAL

o  Select the “Audit” query to load and click “ok”. |ctasserev

e 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”

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

e Ifyou 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.

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

12/27/2018 1-4021 Page: 1/4

09:3% AM Preliminary Assessment Change Proof pa: 01-2018

County: 11- BERRIEN Unit: BAINERIDGE TOWNSHIP

Property Number Sch. * Class * Previcus Current Board of Loss +/- New **x* Headlee **** Rans fer
11- + Dist. Prev Curr Assessment Assessment Review Adjustment Raditions Losses  Change
01-0002-0007-04-4 11320 101 101 123,000.  169,900. . 0. -3,000. 49,300. 49,900. 0.
01-0003-0003-01-2 11330 401 401 80,600. 75,800. . 100. -4,700. 0. 0. 81.
01-0003-0005-00-7 11320 201 201 92,200.  117,700. . 0. -400. 25,300. 25,800. 0.
01-0003-0007-03-4 11320 101 101 74,100. 95,000. - 0. -1,300. 22,200. 22,200. 0.
01-0003-0013-02-6 11320 401 401 89,700. 57,000. . 0. 100. 7,200. 7,200. 0.
01-0003-0013-06-9 113205101 001< 152,900. 0. . 152,900. 0. 0. 0. 0.
01-0003-0013-07-0 113205101  401< 66,053. 69,700. . 0. 0. 69,700 0. 0.
01-0003-0013-08-0 11320 101 102 86,847, 85,800. 0 0. 85,800. 0. 0.
01-0003-0015-00-2 11320 402 402 1,000. 1,300. 0 300. 0. 0. 0.
01-0005-0007-10-3 11330 402 402 1,800. 2,300. 0 s00. 0. 0. 0.
01-0005-0008-02-9 11330 301 301 7,200. 9,100. o 1,900. 0. 0. 0.
01-0007-0013-03-7 110105301 001< 132,600. 0. . 132,600, 0. 0 0. 0.
01-0007-0013-04-0 11010 301 301 82,212, 86,400. . 0. 0. 86,400. 0. 0.
01-0007-0013-05-0 11010>301 402< s0,388. 43,700. 0 0 43,700 0. 0.
01-0007-0017-07-5 11010 401 401 47,500. 47,800. 0 -2,000. 2,300. 2,300. 0.
01-0008-0005-00-8 11330>401 001< 88,800. 0. - 88,800 0 0. 0 0.
01-0008-0005-02-4 11010 401 401 69,400. 73,500. 0 -2,000. 6,100. 6,100. 0.
01-0008-0005-06-0 11010 401 402 6,216. 11,500. 0 0. 11,500. 0. 0.

e  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%.

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

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

e Asyou 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.

o 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.

e 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

e 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.

e 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

e  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.xIsm

Below is a screen shot of what you will see when you open the spreadsheet.
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After opening the spreadsheet be sure to enable the Macros by clicking on the “Enable Content” button.

I SECURITY WARNING MWacros have been disabled. Enable Content

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...

Current database from assessor

Previous year database from assessor
L-4021 report from current year database
Audit spreadsheet

B W N —

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

Land and Improvements
#of T.C.V.

Land... 28.001 158,558
Land Improvements...

Residential Buildings... 1

Agricultural Buildings... @

Current Database

Land and Improvements
#of T.C.V.

Land... 28.001 158,558
Land Improvements...

Residential Buildings... 1

Agricultural Buildings... @

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.

7
This document is meant for the internal use only of the Berrien County Equalization Department
Appendix Page 53



Examples

New Construction

01-0003-0005-00-7 11320 201 201 92,200. 117,700. - 0. -400. 25,800. 25,5800. 0.
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
Land and Improvements Land and Improvements
#of T.C.V. #of T.C.V.

Land... 28.001 158,558 Land... 28.001 158,558
Land Improvements... Land Improvements...
ResidentialBuildings... 1 3,663 [Residential Buildings... | 1 3,638

| Agricultural Buildings... | @ 20,554 Agricultural Buildings... @ 68,910
Commerdial/Ind. Buildings... 0 0 Commercial/Ind. Buildings... 0 0

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.

a9 0@' &Add aDe\ebe lngr\nt @Copy ir%.ﬂupex [0] | Attachment [0] Agricult

Type: iFarm Utility Buildings _ﬂ
; ‘Age and Percen i
Settings for Selected Type Length: vETins
Class: [D,Pole ~| Width: Effective Age/Depr.
qualty: [eage <] | meohe| ]| Efeciveros
= 2 Phy. % Good:
Heat: |No Heating/Cooling '] Perimeter: A e
Walls: |4 wall v} Functional/Economic Depr.
- Abnormal Phy.: -
D Comments... Misc,fUser Defined...
Func. % Good:
i bl Econ. % Good:

Cost Mew: 54,909
Deprediated Cost of Basic Structure: 53,811
Unit-In-Place Items... 0
Local Cost Items... 0
b 0.912
Estimated True Cash Value of Current Improvement:
Estimated True Cash Value of All Agricultural Improvement: 68,910

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 17 cell, then excel will calculate the amount of new and additions that should
be placed on the roll as seen on the next page.
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MNew Construction (option 1)

Pt1 $49,076|
2:: + As seen here the amount of new and additions for this new ag building
pta 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

Total new const TCV $43,076) than what they were last year. We can go through the same process of
AV of new const $24538  comparing the prior year dbase to the current year dbase to see what was
AV Rounded $24,500|

added.

~ Current Year Dbase Prior Year Dbase

aré,- Print { \gj Print

H
| Use Costs for Class: |C v ' Use Costs for Class: | v I
| : |

Categories Total Value Categories Total Value

Landscaping...

| Driveways/Sidewalks/Patios..

0

|

Landscaping...

Driveways/Sidewalks/Patios...

0
953

Type Area % Good Type Area % Good
4in Ren. Conc., hd 160 49 150 30
3.5 Concrete e 176 49 3.5 Concrete ~ 176 50
l 4in Concrete ~ 540 75 l Crushed Rock ~ a 0
Crushed Rock ~ 0 0 Crushed Rock ~ 1] 0
Close Close
S - ____| e T R TS TTE S : —

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...

[Cond Improvements 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.

|© g Print

Use Costs for Class: |C -

Categories Total Value

Landscaping... 0

934

Driveways/Sidewalks/Patios...

|| Driveways/Sidewalks/Patios X MNew Construction (option 2)

Type = T TCV before removing new const 53,516

4n Ren. Conc. v 150 4 TCV after removing new const 5934

3.5 Concrete V 176 =

i Concrete - 0 o Actual new const. TCV 52,582

0 ’ AV of new const $1,291
AV rounded $1,300

Close

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.
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Demolition & Environmental Contamination

01-0008-0017-02-2 113230 401 401 32,100, . 0.
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.

36,400. 7,100.

5,400. 0 0. 7,100.

Prior Year Dbase
Land and Improvements

#of T.C.V.
Land... 12.000 1,473
Land Improvements... 443
Residential Buildings... 1 14,157
Agricultural Buildings... 3 10,206
Commercial{Ind. Buildings... 0 (]

Current Year Dbase
Land and Improvements

#of T.C.V.
Land... 12.000 63,826
Land Improvements... 425
Residential Buildings... 1 0
Agricultural Buildings... 3 8,463
Commercial{Ind. Buildings... 1] 0

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 Calculation
headlee losses amount can differ from the assessed loss amount Previous SEV 438,100
we need to input the previous year SEV and Taxable value of the  |previousTv 438,100
parcel in question on the excel spreadsheet. The previous SEV Amount of Loss
will be input into cell O12 and the previous Taxable will be input  |Calculated Headlee Losses sof

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

) . New Construction (optjcual,
calculation we must first determine the amount of true cash value that was Pi1 $14,157 ]
removed from the roll. This is done again by comparing the prior year Pt2 [ T

Pt3

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

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 Total new const TCV $14,157
calculate the amount of loss we can use the “New Construction (option 1)” AV of new canst $7,079
AV Rounded $7,100|

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

m - should be. As we can see to the left, the calculated headlee losses
eadlee Losses Calculation X

Previous SEV sas100]  should be also be 7,100. When looking at the 4021 the assessor
Previous TV saz,100  does have 7,100 for loss and losses so the parcel is correct and no
Amount of Loss 571001 notes or comments need to be made to the assessor.

Calculated Headlee Losses 7,100

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

152,900. 0. 0. 0. 0.

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

Year MBOR: Assd. Final 5.E.V. FinalTax.  can see the prior year SEV was
2018 § 0 0 o 152,900 and the prior year Taxable
2017 C 152 900 157 800 7611 Wwas 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.

PARENT PARCEL INFORMATION

Parcel Number SEV TX Ratio |
Parentl 01-0003-0013-06-9 $152,900 576,611 0.501053|
Parent2 #oIv/o! |
Parent 3 #oIv/o! |
Parent4 #DIV/0!
Parent5s #DIV/0!
Parent6 #DIV/0!
Parent7 #DIV/0!
Parent 8 #DIV/0!
Total $152,900 576,611

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.

Year MBOR Assd. Final S.E.V. Final Tax. Double click anywhere on this line
018 C 69,700 69,700 —T
2017 S 0 0 0

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. e
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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

Allocate Taxable Value

| value: 33,095

[ Bxclude allocated & from report
Allocate S.EV. Value

Value: 66,053

[] Additions excluded from Cap Calc

allocated. However, it is not
uncommon that only the taxable value

is allocated. This can be problemmatic

Don't calc NewfLossfAdds/Losses

Cap this Personal Property

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.

e T

T

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.

Child1
Child2
Child 3
Child4
Childs
Child 6
Child 7
Child 8
Child9
Child 10
Child 11
Child 12
Child 13
Child 14
Child 15

CHILD PARCEL INFORMATION

Allocated Calculated Allocated Indicated

SEV T

01-0003-0013-07-0 $66,053

01-0003-0013-08-0 486,847
$152,900

Taxable Matches Parent YES

$33,096
$43,515
S0
S0
50
S0
50
50
50
50
50
S0
50
S0
50
$76,611

TX

$76,611

Ratio
$33,096 0.501052]
$43,515 0.501054

#DIV/0!
#DIV/O!
#DIV/0!
#DIV/O!
#DIV/0!
#DIV/O!
#DIV/0!
#DIV/0!
#DIV/0!
#DIV/0!
#DIV/0!
#DIv/0!
#DIV/0!

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.

13
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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.

Headlee Losses Calculation
Previous SEV $150,000
Previous TV $100,000|
Amount of Loss 5100,000|
Calculated Headlee Losses 66,667
> 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.

PARENT PARCEL INFORMATION
Parcel Number SEV TX Ratio

Parent1 Parcel Number 550,000 $33,333  0.66666
Parent 2 | #DIV/0!
Parent 3 #D1v/o! |
Parent 4 #DIV/0!
Parent5 #DIV/0!
Parent 6 #DIV/0!
Parent 7 #DIV/0!
Parent 8 #DIV/0!
Total $50,000 $33,333

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.

Property Number Sch. * Class * Previous Current Board of Loss +/ - Hew ##%% Headlee %**** Rsns for
11- + Dist. Prev Curr Assessment Assessment Review ABdjustment Additions Losses Change
11-0005-0023-03-0 11340 301 301 450, 400. 416,400. - 0. -89,800. 55,B00. 55,800. 0. 31
11-3900-0003-00-0 11340 305 305 70,100. 0. - 70,100. 0. 0. 0. 70,100. 11

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

Froperty Number Sch. * Class * Previcus  Current Board of Loss +/- New 44kt Headlse *A4

11- + Dist. Prev Curr Assessment Assessment Review Adjustment Additions Losses

01-0028-0006-08-4 11320>402 102< 32,800. 40,€00. . 32,800. 0. 40,600, 0. 0.

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

Sch. Previous [Current Board offLoss| +/-
Dist . Jfrev Cury smentissessmentReview Adjustment

401 4‘]_‘ J‘ 76,:-]‘1.‘ ‘ 0. ‘ 0.

Property Number
11- +

Losses

New
Additions

76,:‘10‘ 7'5-,37‘]..‘ 0.

C'_fll-]i.'_f‘lll‘]27‘2'_7‘1‘_1 320

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.

Year MEOR. Assd, Final 5.E.V. Final Tax.
2019 C 75,200 75,200 73,371

2013 gV M 0 0 a
2017 gv M 1} 0 a
2016 qv M 0 0 a

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.

Year MBCR. Assd. Final 5.E.V. Final Tax.

012 C 75,200 76,200 73,371

2018 CVM 0 0 0

2017 CV M 0 0 0 Previously Exempt Capped Calc For Additions
2016 CVM 0 0 0 Enter Current Year: 2019
2015 UV M 0 0 0 Enter last known year of TV: 2011
2 G & g g Enter last known TV: 574,948
2013 CVM 0 0 0

2012 CY M 0 0 0

55,000 48,000

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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Year cpi  CHOrTVIf Uncap? 1 rav  additions V1T
20153 LV M 0 0 Not Exempt 0=No, 1=Yes Not Exempt
2012 CVM e Click 2% 0O 0 |2019 1.024 70,675 0 $76,200 $73,371  S$72,371
01 2018 1.021  $69,222 0 $74,200 $70,675
24 2012 Caleulation Detail 2017 1.009  $68,605 0 $76,200 $69,222
20 2016 1.002  $68,400 0 $75,700 468,605
oy (©Oet)AssorstandAsmnt | o] |aois v016  $62,734 1 $68,400 $68,400
. , 2014 1.016 561,747 0 $72,900 $62,734
Assessor's ssesament: | | 60,300} 2013 1.024  $60,300 0 $83,300 $61,747
2012 1.027 $74,948 0 $60,300

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.

Prior TV if  Uncap?

201D LV M 4] 4] vear CPI
ZDISBM ] 0 Mot Exempt 0=No, 1=Yes
A ELE = ;( 2019 1.024 70,675 0

2018 1.021 589,222
2017 1.009 568,605
2016 1.003 568,400

]
]
1]
Percent Transferred: - 2015 1.016 $62,734 1)

a1 0A SR1 747 n

Building Assessment: 0

=

Lastly, the current year Additions from either the 2019 (current year) Calculation Detail or the 4021 should
be recorded on the spreadsheet.

Previously Exempt Capped Calc For Additions
Enter Current Year: 2019
Enter last known year of TV: 2011
Enter last known TV: $74,948
Year cPIMuttiplier PO TV UNGEP? L v Additions TV
Mot Exempt 0=No, 1=Yes Not Exempt
2019 1.024 $70,675 o $76,200 |5$73,371 $72,3711
018 107 SRG 272 n 474 200 SN AT

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.

Current year additions from coming back on the roll: 572,371
Indicated current year additions from other sources: 51,000
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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™ day following the
adjournment of your March Board of Review or Wednesday, April 3", whichever
date occurs first.

The County Board of Commissioners meets April 4™ 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.
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Equalization Department
JUSTIN SEARS, Director

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 5™ (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

200 GRAND RIVER AVE. ® SUITE 105 ¢ PORT HURON, MI 48060
PHONE 810-989-6925 « FAX 810-989-6328 ¢ www.stclaircounty.org
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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.

/7 Internet Explorer cannot display the webpage - Windows Internet Explorer

@T: ~ [ rep:fivep.stelsrcounty. org/

Fle Edt | view Favorites Tools Help
’i:...?& Toolbars L] I I

lisplay the webpage

he Internet.
problems.
prin the address.

ek Page Privacy Polcy.. . 5
Fudl Screen FL1
Wy YL PTINRT DT T

200 GRAND RIVER AVE. ® SUITE 105 ¢ PORT HURON, MI 48060
PHONE 810-989-6925 « FAX 810-989-6328 ¢ www.stclaircounty.org
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Assr.

]
]

JU ooubodubuotd O

Staff

JU ooubodubuotd O

2019 Check List of Assessment Data

UNIT NAME: EQUALIZATION STAFF:

BEFORE YOU BRING IN YOUR ASSESSMENT ROLL DATA
Affirm that your “Assessed” & “Taxable” Values are in balance with your 2018 L-4023 ending values
(Your 2018 L-4023 is available on our web page)
Rounding set at Real Property 100,Personal Property 100,Taxable Value 1
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)

8 2019 L-4025 signed by the assessor Ad-Valorem & Spec Act run seperately

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!!!!

The export file of Taxable Values L-4626 (CSV file from BS&A)

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 vou drop off your roll.

Signature

Assessor Date

For STC/ACD compliance, be sure to keep copies for your records>
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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.

—
Select calculation problems to look for =

All Clacee: ol

Adjustment on Class Change Losses = Prev, Taxable

Mew > Current Assessed Additions > Cur. Taxable

Adjustment > 50% of Cur. Asd Losses »Loss

Cur. Asd. = 0 and Cur. Tax =0 [] Additions = New

Prev, Asd. > 0 and Prev, Tax. = 0 [] Zero value Buildings/items

Loss = Prev. &sd. and Plus Adj.
Prev. Asd. = 0 and +Adj. or Loss [ No land value

Mot exempt, but Cur. Asd. =0

Is Exempt, but has value.

Both PP & EMPP For Current Year

| Cur. Asd. <> MBOR Asd.
[T] 1dle Equip. Using Standard Tables

Wf| Cur. Tax <> MBOR Tax.
[] PP Incorrectly Set To EMFP Filed

Sch. Dist Chng, no prev val.

[] Invalid Zip Codes
o Faot crvta Class is Spe. Acts, but no Tax Bill Info

Priptty Closs Dis cranamneing Has Tax Bill Info, but Class is Ad. val.
[ | Bxpiration Date problems

FRE Discrepancies
Reference Only but Inactivated

Changed from Advalorem to Special Act
[] Questionable TQFF (P4 260}

[ ] Paverty appeal, no poverty selected

Vet. Exemption with no value

Close
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