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Download and
reconcile the fixed
asset ledgers from

Company A

Receive ledger data
from Plant GM and
import into System
X. Ensure assets

roll forward

Document items on
a point sheet and

forward to Property
Tax Supervisor to

be cleared

Sign and date all
returns under

$250k. For returns
over $250k, forward

to Property Tax
Supervisor

Contact Fixed Asset
department via email

to explain and/or
resolve discrepancies

Attach, review and
forward current and

prior tax returns along
with supporting data to

State and Local
Manager (SLTM)for

review

Verify taxability, review
fixed assets and ensure

return is complete
considering applicable

law changes and
documentation

Electronically sign
off on general

ledger balances

Any
Discrepancies?

YesYes

Was an appeal
filed?

NoNo

Review the prior
year file and ensure
all documentation
was incorporated

YesYes

Property Tax
Supervisor clears

file upon review with
SLTM of

discrepancies

Review files sent from
Property Tax Supervisor
and ensure no errors or
inaccuracies. Sign and

date returns. Forward to
supervisor

Ensure date is
correct and returns

match last year.
Approve returns

with variance under
$500

Variance
greater than

$500? Prepare and review
tax bills for accuracy.
Solve discrepancies

and update in System
X

Retain
corresponding source

documentation
including check/
Electronic File

Transfer request and
copy of refund check

Treasurer approves
reconciliation

schedule

NoNo

Conduct high level review
with SLTM, Treasurer,

CFO and General Legal
Council. Upon

concurrence sign the
letter of appeal

YesYes

NoNo

Forward to Director
of Tax
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Property Tax: Workflow

Workflow Description
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Login to OpsDog to purchase 
the full workflow template 

(available in PDF, Visio, PPT)

New users get $20 off their first 
purchase (registration is FREE!) 


