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1. 
2. 
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4. 

5. 

A) 

B) 

Real Property 

FUNCTIONS AND RESPONSIBILITIES 

Responsibility Job Title and Comments 
Director of Assessment; Public Information Officer & 

Public information and public relations - on going. Taxpayer Supp0rt 

Update all property transfers on the mylars/digitized 
maps, property record cards, work index cards, final 
alpha cards and/or other related forms. Complete on a 

GIS Department 
quarterly or monthly basis. Ownership data will be 
maintained 
to within "' months. ., 

-

Sales information. Obtain, verify and log sales 
information from all sale letters. Copy corresponding Commercial Department 
PRC and file with the returned sale letter. Other Residential Department 
sources may include certificates of value, real estate Research Analysts 
agents, appraisers, banks and savings & loans, etc. All 
sale information will be available for review and use by 
the Commission. 

Building Costs. Obtain and verify current building 
costs. The new construction log will be utilized to 
identify and locate new construction samples. 

Conduct sale analysis of all available sales. Studies will 
be conducted to determine the base rates for building 
costs, land values, and rates of depreciation-both 
physical and obsolescence. 

Building Cost Index for 2023. An index study/manual 
level study will be completed and 
submitted by 8 - 30 - 2022 to the 

Commission for their review and approval. The study 1-, 

will include PRC copies of all index samples. 

Depreciation studies will be completed and 
submitted to the Commission by 8 - 30 - 2022
for review and comment. In addition, studies will be 

Commercial Department 

Residential Department 

Research Analysts 

Commercial Department 

Residential Department 

Research Analysts 

Commercial Department 

Residential Department 

Research Analysts 

Commercial Department 

Residential Department 

Research Analysts conducted by neighborhood or other strata to identify 
obsolescence. 

-· 
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Real Property 

FUNCTIONS AND RESPONSIBILITIES 

Responsibility 

C) Land value studies will be conducted by

neighborhood and land rates will be established

which when properly applied result in a fair and

reasonable land value for parcels assessed at

market value. These studies will be submitted to the

Commission for review and comment by
8 .- 30 - 2022 

6. Complete interim untrended index study or

preliminary manual level study, based on additional

average quality, new construction, to be completed

and submitted to the Commission by October 1,

2023.
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s to be submitted to the Sate Tax 

Commission: Will be conducted by neighborhood or 

other strata. The object being to determine the 

relative level of assessment between the county's 

appraised value and the sale price of the sold 

property. Complete on a quarterly basis and 

generate summary by neighborhood or strata, listing 

the number of sales, the low, high, mean, median 

and weighted mean ratios, C.O.D., P .R.D. and the 

time-frame of the sales used within the study. 

Reports are to be sent to the State Tax Commission 

by March 31st, June 30th, September 30th, 

December 31st of each year 

8. Recalculate all proposed 2023 land values and

improvement costs, up to replacement cost new prior

to conducting field review, to be

completed by 8 / 30 / 2022 

Job Title and Comments 

Commercial Department 

Residential Department 

Research Analysts 

Commercial Department 

Residential Department 

Research Analysts 

Residential Department 

Research Analysts 

Commercial Department 

Residential Department 

Research Analysts 

If your county's 2019 Residential and/or Commercial Ratio Study were out of compliance and 

having a median ratio below 89.99%, a more detailed narrative shall be attached to this 2022-2023 

plan detailing specific action(s) in steps 9A - 9H to bring the county in compliance. 

9. Conduct final field review.

A) Inspect recently sold properties to establish bench

marks. Update neighborhood sales analysis. Based

on the updated neighborhood sales analysis,

corrective actions will be outlined and implemented

to ensure final 2023 values will reflect local market

conditions. This would include adjusting index

level/manual adjustment level, neighborhood

factors, special units, condition adjustments, site

improvement values, etc.
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Commercial Department 

Residential Department 

Commercial Department 

Residential Department 

Research Analysts 
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Re al Property 

FUNCTIONS AND RESPONSIBILITIES 

Responsibility 

B) Review, data collect, and photograph all new
improvements and additions.

C) Review changes resulting from mapping splits or
combinations.

D) Verify accuracy of all physical data, quality grades
of improvements, subclassification of land and
improvements. Property records will be updated to
reflect changes or to correct errors. Take new

Job Title and Comments 
\

Commercial Department
Residential Department

Tyler Technologies
Commercial Department
Residential Department

Tyler Technologies

Commercial Department
Residential Department

Tyler Technologies

photographs if none exists, or the improvement's
condition has substantially changed.

E) Review land value and apply adjustments as needed. l 

Commercial Department
Residential Department

Tyler Technologies

F) Assign depreciation to improvements. Depreciation
will be assigned to reflect the physical condition and
obsolescence applied (whether economic or
functional) as needed, to ensure the final value

Commercial Department 
Residential Department 

Tyler Technologies 
reflects current local market conditions. Notes will
be listed on the PRC to explain any adjustments.

G) Adjust agricultural land grades where required,
changing the agricultural maps and property record Residential Department 

cards accordingly.

H) Update review date on property record card.

10. Complete final calculations following field review,
data entry, and finalize your estimate of market
value.

11. Income. Obtain and verify income and expense
1 1 

information for commercial property. Review
records for 2020, 2021, 2022.

12. Develop appropriate capitalization rates for income
producing properties and calculate their values by
the income approach.

13. Prepare notices to taxpayers for increases in value,
by June 15th annua!Jy.

Commercial Department 
Residential Department 

Commercial Department 
Tyler Technologies 

Commercial Supervisor 

Director of Assessment
Systems Administrator 
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14. 

15. 

16. 

17. 

18. 

19. 

20. 

21. 

Real Property 

FUNCTIONS AND RESPONSIBILITIES 

Responsibility Job Title and Comments 

Conduct informal meetings with taxpayers, 
Appraisal Staff 

completed by July 1st annually. 

Prepare for and defend values at board of 

equalization annually. 

Complete the real property assessment roll by July 

Appraisal Staff Tyler Technologies (2023)

 

Director of Assessment
Systems Administrator 1st annually. 

Submit electronic copy of assessment roll to the Director of Assessment 

Commission for parcel count by August 1st Research Analysts 

annually. 

Submit electronic file of appraisal/building data to Director of Assessment 

Commission for ratio study by August 1st of odd Research Analysts 

numbered years. 

Provide electronic file of previous two years sales to Director of Assessment 

Commission for ratio study April 15th of even Research Analysts 

numbered year. 

If the county is under a Memorandum of 

Understanding or an Equalization Order by the State 

Tax Commission, the memorandum and/or order 
NIA 

shall be part of the Jackson County Maintenance 

Plan. The document can be added to the plan in the 

Additional Pages tab. 

Submit completed electronic file of Yearly Totals 

for Mapping Transactions, Sales Letters, Livestock 

Values, Informal Hearings and BOE totals, and Director of Assessment 
Personal Property Totals to the State Tax System Administrator 
Commission for January - July by September 1st 

and August - December by April 15th annually. 

C 
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Personal Property 

FUNCTIONS AND RESPONSIBILITIES 

Responsibility Job Title and Comments 

I. Submit County Personal Property and Business

Personal Property Assessment List for the following
Director of Assessment 

year to the State Tax Commission by November
System Administrator 

20th annually for approval.

2. Mail State Tax Commission approved personal Director of Assessment 
property assessment forms by February 1st System Administrator 
annually.

3. Process railroad and utility returns for appraisal of

locally assessed property by April 20th annually.

Director of Assessment

 System Administrator 

4. Process State Tax Commission approved personal 

property assessment forms 
Director of Assessment 

System Administrator 
-

5. Prepare second notice to taxpayers whose 

assessment list has not been received April 1st I' Director of Assessment 

annually. Track and log late lists, penalties, and 
System Administrator 

waivers. 

6. Complete the personal property assessment roll by 

July 1st annually. 
Director of Assessment 

System Administrator 

Additional Comments: 
--
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Change Notices 

Public Traffic 

Processing Transfers 

Map/GIS Updates 

COV Data Char. Letters 

Sales Data Entry 

New System Data Entry RP 

New Const Field Rev 

New Const Data Entry/Cal. 

New Const Office Review 

Preliminary Calculations 

Final Field Review 

Final Data Entry/Cal. 

Final Office Review 

Parcel Review Contracted 

PP Prepare/Mail 

PP 2nd Notices 

PP Process Lists 

PP Data Entry 

Informal Hearings 

BOE Hearings 

Hearings Set-up Informal 

Hearing Set-Up/BOE 

Processing PP after close of bool 

Total 

PLANA 

Phase Chart 2022 
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Job Description 

Assessor 
!Deputy 

,Residential Supervisor
Res App_r Coordinator/Spec Proj Coordinators
Residential Senior Appraisers
Residential Appraisers

,Commercial Appraisal
Senior Commercial Appraiser

,Assessment Project Manager
,

. S:xstem Administrator
Senior Research Analyst
Research Analyst
Data Collectors

. Seasonal Appraisers
Auditors

'Administrative Asst I (Clerks

1Addministrative Asst Il 
Administrative Asst III 

,Individual Personal Property Supervisor 
Special Assessment Supervisor 
Exemption Analyst 
Office Administrator 
GIS 

Total Number of Employees 

2022 2023 
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I I 
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' I 
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I I I 

XX XX XX XX XX XX XX X x'x XX XX x,x X 
I XX X,X XX XX XX XX XX XX XX XX XX XX 

x,x X x
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x xix XX XX X x�x x,x,x x'x XX XX X 

i I � J 
X X X X X, X X X X X X X X X X X X X X X X X X X 
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