
WHY, WHEN & HOWWHY, WHEN & HOW
of DESK AUDITSof DESK AUDITS



WHY WOULD YOU NEED TO DO DESK WHY WOULD YOU NEED TO DO DESK 
AUDITS?AUDITS?

►► When you get a rendition that has SAME AS LAST When you get a rendition that has SAME AS LAST 
YEAR. YEAR. 

►► You know there is insufficient information.You know there is insufficient information.

►► You know the information that they did render is You know the information that they did render is 
not correct when compared to other not correct when compared to other businessesbusinesses of of 
the same type.the same type.



WHEN DO YOU NEED TO DO DESK WHEN DO YOU NEED TO DO DESK 
AUDITS?AUDITS?

►► If you are going to replace a rendition this must If you are going to replace a rendition this must 
be done before April 15th in order that a notice be done before April 15th in order that a notice 
can be sent. The same protest rules that apply can be sent. The same protest rules that apply 
to real property also apply to personal. to real property also apply to personal. 

►► If you are checking all renditions to determine If you are checking all renditions to determine 
accuracy, you can work on these during the summer accuracy, you can work on these during the summer 
and if you have renditions in question be sure to put and if you have renditions in question be sure to put 
a reason in the note file in order that you can locate a reason in the note file in order that you can locate 
these accounts.these accounts.



HOW DO YOU PERFORM A DESK HOW DO YOU PERFORM A DESK 
AUDIT?AUDIT?

►► Calculating values by handCalculating values by hand

►► Using the business type, building size, Using the business type, building size, 
merchandise quality and density, the merchandise quality and density, the 
inventory value and furniture and fixture inventory value and furniture and fixture 
values can be calculated.values can be calculated.



►►A 4000 sf variety store built in 2006 has been determined A 4000 sf variety store built in 2006 has been determined 
to have average quality/, average density inventory.  It also to have average quality/, average density inventory.  It also 
has average quality/density fixed assets.has average quality/density fixed assets.

►►The calculation of inventory value is as follows:The calculation of inventory value is as follows:
4000sf  X $10.85 per sf =  $43,400 (inventory value)4000sf  X $10.85 per sf =  $43,400 (inventory value)

►►The calculation for the fixed asset value is as follows:The calculation for the fixed asset value is as follows:
4000 sf  X $2.70 per sf = $10,800 X 72%(see depreciation 4000 sf  X $2.70 per sf = $10,800 X 72%(see depreciation 
table) X 1.1284(see appreciation table) = $8,775 table) X 1.1284(see appreciation table) = $8,775 
3 years depreciation and 3 years appreciation.3 years depreciation and 3 years appreciation.

HOW DO YOU PERFORM A DESK AUDIT?HOW DO YOU PERFORM A DESK AUDIT?



The PAUDT screen is a tool only and does not roll values into AAThe PAUDT screen is a tool only and does not roll values into AA..
You can use the PAUDT screen to determine the RCN of the fixedYou can use the PAUDT screen to determine the RCN of the fixed

assets and/or the value of the inventory using the square foot massets and/or the value of the inventory using the square foot method.ethod.



Using the PAUDT screenUsing the PAUDT screen

►► Field 1 requires an entry of SFFXP for fixed assets (Furniture &Field 1 requires an entry of SFFXP for fixed assets (Furniture &
Fixtures) or SFINP for inventory.Fixtures) or SFINP for inventory.

►► Field 2 requires an entry of the code for a specific type of busField 2 requires an entry of the code for a specific type of business and iness and 
asset (FF or INV). asset (FF or INV). This entry generates the price per square foot.This entry generates the price per square foot.

►► Field 3 describes the quality of the store merchandise and how dField 3 describes the quality of the store merchandise and how densely ensely 
it is stored.it is stored.

►► Field 4 is the year the asset is being valued. ALWAYS the currenField 4 is the year the asset is being valued. ALWAYS the current year. t year. 
The asset will be depreciated and appreciated on the DETL screenThe asset will be depreciated and appreciated on the DETL screen. . 

►► Field 5 is the depreciation table to be used. This is filled in Field 5 is the depreciation table to be used. This is filled in 
automatically.automatically.

►► Field 6 is the size of the area being used. Usually this is the Field 6 is the size of the area being used. Usually this is the entire entire 
building, but may be more or less.building, but may be more or less.

There will normally be two screens for each type of business in There will normally be two screens for each type of business in a a 
building, one for fixed assets and one for inventory.building, one for fixed assets and one for inventory.



The next step is to enter this value in the detail screen. The PThe next step is to enter this value in the detail screen. The PAUDT AUDT 
screen has established the value but will not transfer it to thescreen has established the value but will not transfer it to the AA system.AA system.

Enter the DETL screen as you normally would, using the value from the PAUDT 
screen as the item cost. Remember this is entered in dollars and cents. Then 
apply the appropriate depreciation and appreciation tables.



Field 1 requires an entry of SFINP for inventory.
Field 2 requires an entry code for a specific type of business. 
Field 3 describes the quality of the store merchandise and how densely it is stored.
Field 4 is the year the asset is being valued.  ALWAYS use the current year.
Field 5 is the depreciation table to be used.  Inventory is NOT depreciated and is NOT appreciated.  
The computer will automatically insert a NO in this field.
Field 6 is the size of the area being used. 

The PAUDT screen is a tool only and does not roll values into AA.  
You can use the PAUDT screen to determine the RCN for the value of the inventory using the square foot method



Enter the DETL screen as you normally would, using the value from the PAUDT 
screen.

The next step is to enter this value in the detail screen.   The PAUDT screen 
has established the value but will not transfer to the AA system. 



►► The square foot method does not work in all types The square foot method does not work in all types 
of businesses.  Motels and hotels are best valued of businesses.  Motels and hotels are best valued 
per room, and hospitals and nursing homes per per room, and hospitals and nursing homes per 
bed. bed. 

►► Another audit procedure is the comparison of the Another audit procedure is the comparison of the 
valuation of like businesses.  This can be done by valuation of like businesses.  This can be done by 
gathering information of similar businesses in your gathering information of similar businesses in your 
county or surrounding counties. county or surrounding counties. 



The following is a comparison of The following is a comparison of 
Kentucky Fried ChickenKentucky Fried Chicken

Restaurants in and outside the Restaurants in and outside the 
county, followed by a few other county, followed by a few other 

Fast Food businesses.Fast Food businesses.







New Business Letter 
 
 
Business Name 
Location 
 
Date 
 
Dear Taxpayer: 
 
The Oklahoma Tax Commission has notified the XXXX County Assessor’s Office that you may have 
started a new business in XXXX County. (68 OS§ 2839) 
 
If for any reason this business did not exist as of January 1, or is assessed under another name or place 
on the tax roll in error, please make the corrections and return this form as soon as possible. We will 
need a contact name and telephone number so we may contact you if necessary.   
 
Business Name/ Entity Name 
As it will appear on the tax rolls:  
 
Account Number: 4564556 
 
Business Name 
Location 
 
Please make corrections here: 
_______________________ 
_______________________ 
_______________________ 
 
 
________________________     ___________________     ____________ 
Signature                              Phone Number                   Date 
 
If  the  business was sold, please furnish us with the buyer’s name, address, and telephone number. 
 
If this information is correct, you do not need to respond. 
 
Please call the XXXX County Assessor’s Office at 999-999-9999 if you have any questions. 
 
 
Respectfully, 
 
 
Joe Smith, Deputy 
XXXX County Assessor 



First Request  
 
Name 
Address 
 
Date 
 
Personal Property Account: 7778754 
Dear Taxpayer: 
 
Business Personal Property assets are to be rendered to this office each year by March 15th as 
required by State Statute Title 68.  In reviewing our files, we find that the information on 
your business has either not been received or in inadequate. 
 
We are making a Formal Written Request for further information on the Business Personal 
Property account shown above. 
 
The items checked below indicate the information that is being requested: 
 
_____   Leasehold improvements -Detail by cost and acquisition year, not book value. 
 
_____   Furniture and Fixtures - Detail by cost and acquisition year, not book value. 
 
_____  Electronic Equipment - Detail by cost and acquisition year, not book value. 
 
_____   Computer Equipment - Detail by cost and acquisition year, not book value.  
 
_____   Machinery and Equipment - Detail by cost and acquisition year, not book value.  
 
_____   Leased Assets – Should be itemized indicating what the asset is, name and address     

of lessor or lessee, the length of the lease and cost of the asset or monthly payment.  
             
_____  Inventory – Raw materials, work-in-process, and finished goods. 
 
_____   Completed Business Personal Property Rendition (901) and Asset List 
 
_____   Other 
 
If you have any questions or need assistance, pleas contact Joe at 888-999-7777. 
 
Respectfully, 
 
Joe Smith, Deputy 
XXXX County Assessor 
 



Zero Balance (can also be used for Same as Last Year) 
 
 
 
Date 
 
Personal Property Account: 8974641 
 
Dear Taxpayer: 
 
We received you Business Personal Property Rendition Form 901 for the 2009 tax year.  
The information on the form is not adequate for it to be processed. 
 
We are unable to accept an account with a zero balance unless specific information is 
received that substantiates this balance.  The substantiating documents should include a 
complete asset listing and should indicate if the assets have been moved, sold, or are now 
filed under a different account. 
 
Please submit the necessary documentation (including the asset listing) to our office no 
later than March 15, 2009.  If you are unable to provide the required information by this 
date, we will need to schedule an audit appointment. 
 
If an audit appointment is not possible, our office will establish values for this account 
based on the values of comparable businesses. 
 
If you have any questions or need assistance, please contact Joe Smith at 984-874-7456. 
 
Respectfully,  
 
 
Joe Smith, Deputy 
XXXX County Assessor 



 
Final Request Letter 
 
 
Business Name 
Address 
 
Date 
 
Personal Property Account Number: 989878 
 
Dear Taxpayer: 
 
According to our records, our previous request concerning a business you may or may 
not own, has gone unanswered. 
 
Please consider this a Final Request. 
 
If we do not hear from you within ten (10) business days, arbitrary values will be place 
on the Business Personal Property account shown above. (68 OS § 2843) 
 
If you are currently filing under another business name, please notify this office.  Each 
business location must be filed separately. 
 
A blank rendition form has been enclosed for you convenience.  Please complete, sign 
and return the form within the time specified above. 
 
If you need assistance in completing the form, please call 999-999-9999. 
 
Respectfully, 
 
 
Joe Smith, Deputy 
XXXX County Assessor 



 
Change in Value Letter 
 
 
Name 
Address 
 
Date 
 
 
RE:  Business Personal Property Account Number:  8888888 
 
Dear Taxpayer: 
 
We have determined that the total fair market value of the above Personal Property 
should be changed from _____________ to _____________.  We will make such 
changes in our records after presentation to the Equalization Board. 
 
If you approve of the adjustment, no further action need be taken.  However, if you 
disagree with this value, you have ten working days from the date of this notice to file a 
formal protest with the XXXX County Equalization Board as follows: 
 
 
 

XXXX County Equalization Board 
C/O XXXX County Clerk 

9999 South 9th 
XXXX, Oklahoma 99999 

 
Board goes out of session (enter date) 

 
 

 
 

If our office can be of any further assistance, please call Joe at 999-999-9999. 
 
 
Respectfully, 
 
 
 
Joe Smith, Deputy 
XXXX County Assessor 
 
 
 



Informal Protest 
 
 
 
Name 
Address 
 
Date 
 
RE:  Protest Number  Account Number:  123456789 
 
Thank you for bringing your information to our attention. After reviewing evidence you 
have submitted and further analysis of other pertinent information, we feel that our data 
indicates that the fair market value of the protested Personal Property incorrect and 
therefore should remain on the tax rolls at the current value. 
 
If you disagree with our decision or have additional evidence to the contrary, you have 
ten working days from the date of this notice to file a formal protest with the XXXX 
County Equalization Board as follows: 
 
 

XXXX County Equalization Board 
  C/O XXXX County Clerk 

9999 South 9th 
XXXX, Oklahoma 99999 

 
Board goes out of session (enter date) 

 
 
If our office can be of any further assistance to you, please call Joe at 999-999-9999. 
 
 
 
Respectfully, 
 
Joe Smith, Deputy 
XXXX County Assessor 
 

 







REFERENCES:
68 O.S. § 2876 increase in valuation-notice

68 O.S. § 2818 taxpayers return not conclusive of value
68 O.S. § 2839 statements of necessary information- neglect, failure 

or refusal to furnish information
68 O.S. § 2843 unlisted personal property-discovery and assessment

68 O.S. § 2846 undervalued and under assessed property
Property Appraisal and Assessment Administration -IAAO


