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Tax Returns Preparation

IT Manager receives
notifications of tax rate
changes and updates

the appropriate
systems

Tax Associate
receives

notifications on a
monthly or quarterly

basisNotification of Tax
rate changes

Receive sales report
from all appropriate

departments

Receive “use tax” 
report from all

appropriate parties

Enter total
purchases and total
sales into historical
contingency reserve

spreadsheet to
calculate monthly

average

View relative pro-
rata amount of

activity for
purchases and

sales

Once total
estimated reserve is

determined, meet with
Director of Tax,

Treasurer, CFO and
Controller for review

Check tax refund
amount received

Collect, document
and reconcile tax

information from all
departments

Send tax information
and forms to
appropriate

management for
completion

File taxes once they
are completed and

reconcile systems and
ledger

Update/track future
refund information and
reconcile accounting
systems and ledger

when they arrive

Review refund
against tax filing

Contact State or
Federal Tax
Authority for

discrepancy reason

Submit a letter of
protest to the Tax

Authority and follow
appropriate State/
Federal procedure

Deposit tax refund
in appropriate

account

Create a duplicate
of the refund for files

Update systems and
ledger

Is the correct tax
refund amount

received?

YesYes

Document changes
made to the initial
analysis and rerun

calculation

Have outside
accounting firm

review calculation to
illicit feedback

Sign off on final
calculation as

evidence of review
and approval

Update appropriate
systems and

invoices to show
sales tax changes

Document tax
exemption reasons

for audit

YesYes

Are the transactions
taxable?

NoNo

Send wrong tax
refund information

Review changes made
to tax schedules and

systems

NoNo
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Data collection, reconciliation, analysis and approval of preparation for 
yearly sales and usage taxes.
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Property Tax: Workflow

Workflow Description
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Finance: Sales & Usage Tax Workflow [BPMN 2.0]
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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!) 


