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PRIOR TO SUBMITTING ROLL TO COUNTY
All exceptions/out of balance issues must be corrected before you proceed
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Print “Questionable Parcels” report – Season “Summer/Winter Billing Types” – The only exception for Questionable Parcels is for Veterans Proration, all others must be corrected.
Print Adjusted Roll – Season “Summer/Winter Billing Types” Ad Valorem & Special Acts “Totals Only” 

Compare Roll figures (above) to your Assessor’s Misc. Totals & Stat’s Report “Balance To Tax”. The following values must match:
· PRE

· Non-PRE

· Taxable
Reconcile your collected amount paid to BS & A’s “Settlement Report” Real and Personal Total Collected to what you have paid the County. The difference is what you still owe

Demolitions and other Special Assessments that exceed $1,000, Run a special Assessment Roll. If the cost of these demolitions or Special Assessments exceeds the value of the property the county may decide not to accept them. That means you would not be paid for them.

Adjustment Report – Verify that you have documentation for all adjustments that have been made in your tax system.  If there is a discrepancy between what the Assessor has submitted to us and your database, we will have to return your database until all necessary adjustments have been made.
If your unit captures TIFA, DDA, Brownsfield, Please ensure those parcels are coded properly. 
If you do not use BS & A to record your capture figures for above TIFA, DDA, or Brownsfield a reconciliation report of those figures will need to be submitted with your warrant and database. If you use your system this step is not necessary.
CHECKLIST OF ITEMS SENT TO COUNTY

Send a Generic Backup of your database to the County for review
· Recommended Option:  
· Email to dcunningham@stclaircounty.org 
· upload backup of your database to the County FTP website, instructions are available on the Treasurers’ Site
· Additional Option, mail or deliver a flash drive to our office
Submit a  Misc. Stats & Totals Reports “Balance To Tax” provided by your Assessor
Submit TIFA, DDA, Brownsfield, or Land Bank figures, if you don’t use your BS & A system to track the capture amount. 
Submit outstanding balance for Drains @ Large charges, if not paid already. Please pay by separate check from collection of taxes or other disbursements.
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