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WHY, WHEN & HOW
of DESK AUDITS




WHY WOULD YOU NEED 1O DO DESK
AUDITS?

When youl get a rendition that has SAME AS LAST
YEAR.

You know there Is insufficient infermation.

You know: the information that they did render Is
not correct when compared to other businesses of
the same type.




WHEN DO YOU NEED' TO DO DESK
AUDITS?

If you are going to replace a rendition this must
e done before Aprill 15th In erder that a notice
can be sent. The same protest rules that apply

1o real property alse apply to personal.

If you are checking all renditions to determine

accuracy, you: can work on these during the summer
and If you have renditions In guestion be sure to put
a reason in the note file in order that you can locate

these accounts.




HOW DO YOU PEREFORM A DESK
AUDIT?

Calculating values by hand

Using the business type, building size,

merchandise guality and density, the
iInventory value and furniture and fixture
values can be calculated.




HOW DO YOU PEREORM A DESK AUDIT?

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

» [The calculation of inventory value is as fellews:

4000st X $10.85 per sf = $43,400 (inventory value)

» The calculation for the fixed asset value Is as follows:
4000 st X $2.70 per sfi= $10,800 X 72%(see depreciation
table) X 1.1284(see appreciation table) = $8,775

3 years depreciation and 3 years appreciation.




The PAUDT screen Is a teol only and dees not roll values into AA.
You can use the PAUDT screen to determine the RCN of the fixed
assets and/or the value of the inventery using the sguare foot method.
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D H _ﬁ ﬁ E f Radiant Software

Hew Sawe Back Forwarddenr Edi *
Nu.j = HUDSOMN. GOLDIE P-B

Property Class SFFXP 50 FT Fix nhasset
Property Tuyupe UARSTFA Variety St FRA
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Year Acquired 20489
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Using the PAUDT screen

Field 1 requires an entry off SEFXP for fixed assets (Furniture &
Fixtures) or SFINP for inventory.

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

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 the current year.
The asset will be depreciated and appreciated on the DETL screen.

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

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

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




The next step Is to enter this value in the detail screen. The PAUDT
screen has established the value but will net transfer it to the AA system.
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Mew Saus RackForwardiexst Edit
Parcel Number
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]P?&perty clédjrr lﬁlwv Fix Equip

Property Class FF Furn Fix Equip.
Property Tuype FFES Furn. & Fixture
Quantity o000 a8001

Item Descrip.- From Paudit
Cost 5.80 0001080000

Year HMade 28086

RendersAcquired 2886

Deprec Table ao a—-%¥r AgesDepr .
Observed Cond gaga808a8a

Apprec Table Class 48 Apprec
Hote A1
Hote 2

Orig Cost Appr Value
10800 87755

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.




Radiant Software

quuuus.us

]Pruperty Class

Property Class 50 FT Inventory apee6aBs16868.068
Property Type UARSTIH Variety St THU G888 AB8B168.85
Qual/Density AUVERAGE /AUVERAGE

Year Acquired

Deprec Table HO-Ho Depr . sgeev0en1 _g888
Total Square Ft [slsLRelsfs Eaaysls]

Orig Cost Appr Value
43400

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




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.

Radiant Software
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]Property Glass

Property Class do0006001 .08

Property Type
Tot Inventory b [ssRsIshstit EINs s ]

Hote 1

Appr Value

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




The sguare foot method does not work in all types
of businesses. Motels and hotels are best valued

pPer room, and hospitals and nursing hemes per
bed.

Another audit procedure Is the comparisen ofi the
valuation of like businesses. This can be done by
gathering infermation of similar businesses In your
county or surrounding counties.




The follewing IS a comparisen of
Kentucky, Friea Crickern
Restaurants in and outside the

county, followed by a few other
Fast Food businesses.




OTC VALUATION GUIDE:

Fair Chualty:
Average Guality:

Locally owned and most drive-ins
Better quality loeal and most franchised, inside seating

Inweniony
Ciensity

Cuality
Fair

Guality
Average

Cluality
Good

Fixed
Asseis

Quality
Far

Averapge

1.25

340

745

Average

15.25

FT

ORIGIMAL
YEAR

REMDITION
SIGMED BY

BRISTOW

S0.08

1ETBE1S2S

DOYLE HOCWVER

SAPULPA

518.84

DOYLE HOOVER

JEMKS

S36.01

DOYLE HOOWER

BROKEN ARROW

S01.25

JEAKIE
FEANELIN

OWASSD

581.01

JEAKIE
FEANELIN

TULSA -B155 5 GARNET
Tuls3

S109.11

JEAKIE
FEANELIN

McALESTER

Fiitsburg

521.48

JEAKIE
FRANELIN

OEMULGEE

Chkrnulges

e

JEAKIE
FRAMNELIN

HEMBEYETTA

Sernulgee

2423

JEANIE
FEANELIN

CLAREMORE

Hogers

S46.85

SW PROP TAX,
TX

BIXEY - 1484

Tulsa

BIXEY - 3085

SAMND SPRINGS

TULSA - 4807 5 UNION

TULSA-7180 5
MEMORIAL

TULSA - 11104 E 2157

TULSA - 4235 5 PECRIA

TULSA - 7304 £ ADMIFAL




QOTHER COMPARISONS - CREERK COUNTY
OTC VALUATION GUIDE:

Fair Quabty: Locally owned and most drive-ins
Average Guality: Better quality local and most franchised, inside seating

Cualty Quality | Quality Fred Quaalty
Fair Average | Good Azsals Far

1.85 3.10 Average | 1525

INV
ANVG FFEE
INV | SQFT PER 50 YEAR
Fr

HUR PLLPA 7ol 121 | 251122 (11453 | 2009 |

TACO BELL SAPULPA 8080 | 242 | 1820% |seasg 1905
TACO BUENRD SAPULPA 113508 | 54787 2001

SONIC SAPULPA 177208 | 515088 2001

SONIC DREUMRIGHT J 240872 | 321887 2001

(MCOONALDS [ SAPULPA L 304595 | 571,38 169
BRISTOW : 187322 | $308.81 1968

SAPULPA : 147350 | 548.00

SAPULPA ¥ S0000 | $18.07




New Business L etter
Business Name

L ocation

Date

Dear Taxpayer:

The Oklahoma Tax Commission has notified the X XXX County Assessor’s Office that you may have
started a new businessin XXXX County. (68 OS8 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 tel ephone 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
L ocation

Please make corrections here:

Signature Phone Number Date
If the business was sold, please furnish us with the buyer’ s name, address, and tel ephone number.
If thisinformation is correct, you do not need to respond.

Please call the X XXX County Assessor’s Office at 999-999-9999 if you have any questions.

Respectfully,

Joe Smith, Deputy
X XXX County A ssessor



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 15" 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 For mal Written Request for further information on the Busi ness 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, hame 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
X XXX County Assessor



Zero Balance (can also be used for SameasLast 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
compl ete 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 L etter

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 compl eting the form, please call 999-999-9999.
Respectfully,

Joe Smith, Deputy
XX XX County Assessor



Changein VValue L etter
Name
Address

Date

RE: Business Personal Property Account Number: 8388888

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 wor king days from the date of this notice to file a
formal protest with the X XXX County Equalization Board as follows:

X XXX County Equalization Board
C/O XX XX County Clerk
9999 South 9™
X XXX, 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
KX XXX 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 aformal protest with the XXXX
County Equalization Board as follows:

XXXX County Equalization Board
C/O XXXX County Clerk
9999 South 9™
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



APPDIN
ATTTOIN
ATTOPTIN
ATTORPIN
BARTH
BEERIN
BOOKEIN
BOTWL IN
CFTRATH
CLTFAMIN
CLTEIDIN
CLTAMEIN
CLTAIWHMIN
CONW TN
CRAFTIN
DAYCARTIN
DEFPTIN
DRUGIN
DICHNTIN
ECTIN
FAERICIN
FAEMIFIN
FARMIPIN

Sogquare Foot Inventory Help Takhle

ERE R R RN R NN RN EEEEEY

CODE

DESCRIPTICHN

i e e e i e e e e e e e e e i

Appl Dlr IN
Auto Agency IN
Auto Parts IN
Auto Fepair IN
Bar & Nightc IN
Barber/BeautyIN
Eook/Rec SalelIl
Bowling AllewIN
Cafeteria IN
Cloth Fam IN
Cloth Eids IN
Cloth Men/BoyIN
Cloth WormenIM
Convenience IN
Craft Supply IN
Dayocare Cen IN
Deptment 3t IN
Drug St IN
Discount 3t.IN
Elec/Computr IN
Fabric/Drap. IN
Farm Impl. INV
Farm Supply INV

FFIN
FLOORTI
FLRGFTIN
FUNERLIN
FUEMNIN
HOBBYIN
HREDWRE I
JEWELTII
LIQIN
MOTOCY I
MEW3IN
NRSHMIN
OFF3PLIN
FIZEATH
RESTIN
SHOESTIN
SMIN
SPORTIN
SRVATATIN
TIEEIN
TOYIN
VARSTIN

Fast Food RezsIN
Floor Cwvring IN
Florist Shop IN
Funeral Home IN
Furniture 3t IN
Hobhw, Toy IN
Hardware IN
Jewelry 3t IN
Liguor Str. INV
Motorcyole INV
Newspaper IN
Nursing Home IN
Office SupplvyIN
Pizza Parlor IN
Fesztauant IN
Shoe 3t IN
Supermarket IN
Sporting GoodIM
SJervice Sta. IN
Tire 3t IN

TOY & GLWNEZ 3T IN

Variety 23t INV




APPDFA
APTFA
AUTOFL
AUTOPTFA
AUTORFFA
BARFAL
BEERFAL
BOOEFL
BOWLFL
CFTRAF L
CLTFAMFA
CLTEIDFL
CL MEFL
CL WHFL
CMOFFFL
COVEL
CRAFTFL
DAYCARFLA
DDREYFA
DEFTFAL
DRUGFL
DSCHNTF AL
ECFa
FABRICFA
FARMIFFA
FARMIFFL

Jgquare Foot Fixed Azsset Help Table

EXEEEE RN RN E RN EEEEEEYERY

CODE

DEZCRIPTION

e il i e e i e

Appl Dlr Fi
Apartment Fi
duto Agency Fi
Auto Par FAi
duto Repair Fi
Bar & NightC Fi
Barber/BeautyFi
Book/Rec SaleFh
Bowling AllevyFi
Cafeteria F4
Cloth Fam FA
Cloth EKids Fi
Cloth Men/BoyFi
Cloth WomenFi
Coren Office FA
Convenience FA
Craft Supply Fi
Daycare Cen Fi
Dry Clns Landry
Deptment 23t FAL
Drug 23t FA
Discount 3t.Fi
Elec/Computr FA
Fabric/Drap. Fi
Farm Impl. Fi
Farm Zupply Fi

FFFL
FIFL
FLOORF AL
FLRGFTFA
JEWELFA
LANDROF &
LIOFL
MEDOFFFA
MOTELFA
MOTOCYFA
NEWSFL
NRSHHMF AL
OFFSFPLFA
PIZZAFA
RECHALFA
RE3TFA
SHOEITFL
SMFL
SPORTFA
SRVSTAFA
TIREFA4
TOYFL
WARSTF A
VIDECOFAL

Fazt Food ResFi4
Financial Inst.
Floor Cwring Fi
Florist 3how Fi
Jewelry St Fh
Laundromat Fi
Licquor 3t Fi
Med Office Fh
Motel/Hotel Fi
Motorcyole Fo
Newspaper Fi
HNursing Home Fi
Office SupplyFi
FPizza Parlor Fi
Fec Hall Fa
Festauant Fh
Shoe 3t Fi
Supermarket FA
Sporting GoodFh
coerwvice Sta. FiA
Tire 3t Fh
Toy & Games Fi
Variety 3t Fi
Video 3t Fa




REFERENCES:
68 O.S. § 2876 increase in valuation-notice
68 O.S. § 2818 taxpayers return not conclusive of value
68 O.S. 8§ 2839 statements of necessary information- neglect, failure

or refusal to furnish information
68 O.S. 8§ 2843 unlisted personal property-discovery and assessment
68 O.S. § 2846 undervalued and under assessed property
Property Appraisal and Assessment Administration -1AAO




