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This for

the ingtallation of a unit ledg vstern ing, with special

reference to the

tax accountses It also contains suggestions for the use o
aids in tax accounting control, and a brief review of sclected tax
A

delinguency nrojectse

e

procedure will serve as a guide to

It ig hoped tha
successful project operation and will aid those responsible for fech—

nical supervisiones

—

The plan of operation presented herein is not mandatorye

Local conditions ¢ legal requirements may necessitate some changese
It has been demonstrated, however, that organization of the work and

use of the forms as recommended will insure a smoothly operating nrojec T

and the installaotion of a system of lasting worth to the spo:
This procedure relates primarily to the technique

operation. Nothing in this circular is to be construed as
modifying in any way administrative procedures of the Work Projects

Administratione

e Ce Harrington
Commissioner of Work Projects
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diction has been confronted with the knotty »problem of mounting
property tax delinqucncye The gravity of the situvation has compellod
officials to analyze rigorously the factors resnonsible for the
dilemma and to seck devices suitable for dealing with the immediate
oroblem at hand.

elec of approach,
keeping has alweys ranked high as o significant item for considerations
th until reduced to

Existing delingucncies cannot be effectively dealt wi

manageable form--future delinquencics cannot be minimized uanless the

()
(5]
©]
<t
e
-
[~te
I

system of tax accounti makes possible prompt and accurate

cation of vax lLiabilitys

The moterials contained in this brochure are intended fto
serve as sugcestlons as a possible way of meetiagz thesc two problemse |

Experience has clearly demonstrated that the placing of property tax
-

collections on a sound footing is dependent upon replaccment or

supplementation of the traditional tax collector'!s book with on

accounting system wherein o lodger shect is set up for each parcel of
taxable property recorded on the tax rolle
Since much of the burden of colleoecting property taxes

grows out of the fact that repetitive operations represent a sizeable

S bheen devoted to mechanical aids

portion of the taslz, Apven

mirlsil
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of proven merite Appendix B gives o bricf sumaary of sclected
installations made with the assistance of WPA 1lobors

The material in this circular has been prepared by Paul
E. Malone, tax consultant in the Division of Research of the Work
Projects Administration. The procedure outlined is recommended by
the Division of Professional and Service Projects as a guide in

the operation of projects of this Type.

-2e
<




ENDORSEMENT

"The director of the Municipal Finance
Officers? Association has expressed the interest of
the association in a rsal property tax record

much as described in this manuzle He believes
the system will give the public the groatest amount
of tax information and will provide officials with
data which they need to collect taxcs and establish
the proper control over collcctions. The manual is
a distinct steop forward and public officials are
urged to give it careful consideratione"
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INSTALLATION OF A REAL PROPERTY TAX RECORD CARD

TAX ACCCUNTING AND ITS RELATION TO DELINQUENCY
The character of the record keeping employed in accounting
for property tex liability bears a definite relationship to the extent

of delincuencys If the system of accounting is outmoded so that it

g 1mpouulble to determine the tax status of a parcel of property at

!

a given time or if the system does not make nossible periodic notifi-

4.
cax

CJ
ct
o

cation of taxpayer

»

rrearages, accumulated interest, costs,
and penalties, 1t may reasonably be expected that tardiness in payment
will become prevalent. Furthermore, if errors are common, taxpayers

will learn that claims sgainst them cannot be succes 1y prosecutede
The delinquency problem associated with the past few ycars, of course,

has been duc to cconomic maladjustments; it has been continuously

aggravated, however, by a fecling of disdain on the part of taxpayors
for the mechanisms and procedures employed. in local tax officese

of Property Tax Administration

p,

Prevailing Metho

In order to appreciate more fully the bearing of tax account-
ing methods on delincuency, it is necessary to lmow something about the
prevailing method of assessing, extending, and collecting tares. Prac—
tices are not completely uniform throughout all local jurisdictionss
however, the fundamental operations just named are found everywhere—-
valuations must be determined, budgets must be made, rates must be come

puted, several property values must be multiplied by the rate, and finally

the sums thus determined must be collectede
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hroughout the great majority of governmental units these
fundamental operations in the process of revenue administration have
been assigned to independent functional officerse The town, county,
or city assessor (or board of assessors) has been given the task of
listing and valuing the several items of real and personal proverty;
budgets are prepared by town boards, city councils, county commis—
sioners, or ad hoc legislative bodies; rates are usually determined Dy
the tovm, city, or county clerk; these same officers multiply the ratc
by the respective valuations appearing on the assessor's roll;;/ after
extension the books are transmitted to a town, city, county, or special
district officer for colloction.@/

The work of apportioning a part of the tax load among owners
of property in proportion to the value of their holdings is initiated
by the assessing officers. The assessor, or board of assessors, as
the casc may be, preparcs a list of all the property descriptions sub-

jurisdictiona

(%

ject to taxation within the area over which they execrcise
A typical assessuent roll is reproduced in figure le In the colwm on
the left of the page the names and addresses of the property owners arc
listode In most jurisdictions the names are arranged alphabetically;

in a few the order is controlled by geographical location of the prop-

ertye. Immediately following the name and address, space is provided

for entering the description and location of the propertye The sourcc

l/ In some Jjurisdictions this operation may be performed by the
assesgsor's office.

g/ The exception to the division of responsibility here outlined
occurs principally in the few municipalities where all revenue oper—
ations have been centralized in a revenue departmente




City of
ASSESSMENT ROLL 1939

vare
Assessor's valuation Valuation fixed by board of sppeals
Line Owner's nase and address Location and legal description A Line
Lend Butldings Total Land Butldings Total

1 1
2 2
3 3
4 4+
5 s

e e e e S 0 i e e e e

—— — - 1 [ — | —_—————— ———L
[ 1
14 1
15 5
16 16

Fig.

| .—Assessment Rol |
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of these two items of information, name of owner, and description of

e

the property will be principally from the list of the preceding year,

supplemented by such changes as have boen reported to or discovered

by the assessore As soon as the listing of the taxable properties

has been completed the assessor places opposite the several property
descriptions an estimate as to their relative valuess.

e

In some jurisdictions the assessment roll and the tax roll
are combined in one recordes This necessitates adding columns to

those indicated in figure 1 necessary to care for the tax and payment
notationse. Wien the rccords are combined as just described, thc asses—
sor, upon completion of his work transmits the tax roll to the collec—

tor for issusnce of the tax b

procedure requires a

assessors The collec—

collector!s book in addition to

tor's book is a duplicate of the assessment 1list plus columns neces-—

sary for cntry of the tax and indication of date and amount of payrent

A page from a typical book used by a collector is rcproduced in figure 2e
As payments are received by the collector, the bill issued

to the taxpayer is marked paid and a notation as to date of payment

is entered opposite the appropriate item in the column designated

"Paymentse" When payments arc made after the explration of the period

designated for settlement, a penalty is usually imposcd, plus interes?®

for such time as the payment has becn delayed beyond the delinquency

date. In order to clear the roll completely, it is necessary ulti-—

mately to sell those properties for which no settlement has been madece

For purposes of advertising and sale & delinguent tax roll is made
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TAX ROLL 1939

vare =
First half Second half Sales record
: i Interest | Total
Line. Owers nase and address Tocation and legal description 1t ot =0 o e e R Cortiric Tise
faount Asount Date| cate Amount
paid pata
musber
1 1
& 2
- 3
4 4
/mwﬁ
==
- —
12 12
1 1
1 1

Fig. 2.—Tax Roll
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sold
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S

in the current ledger.

1 open items appearing
the sale date, 1f the tax still remains unpald, the property i
and costse

A208

up consisting of all
A certificate of sale is issued to the purchaser

he charges,

at publi
so, the full amount of
If the redem

or

upon payment of the taxz, accumulated interest, penalties,
3 9
ion
holder 1s entitled

auction.
thus sold for taxes can usually be redeemed by the owner
emp Tl

Properties
if, within a period of a y
with interest, is deposited with the treasurers
period is aot taken advantage of, the certifica
to appear in court and to ask for a deed to the propertye
Shortcomings of the Yearly Tex Ledger System
The method outlined in the preceding paragraphs provided a
reasonably satisfactory method of accounting for tax collections when
payments usually werc made within the period allowed for scttloment
and all delinquenci shortly were cleared up through tax sale proce-
durcs When delinguenci begin to accumulate over a period of years
tolerable wvhen te leviecd for any year could be closed
period, fails utterly as an accounting mechanlsite
the inadequacies of the

to an

1 ye

to

hin one fi
up according

Figcal
trators are not responsible for
o+

this systen,
out wit
adminls
1eing conditions have simply outmoded the traditional
X recorde

Sev
a record of only

Tax a
systeme OChaz
"Counter books!" as the princip
Shortcomings of a tax roll usually
each volume containing
ges recorded without reference
It is impossible

ical listing,
tax ¢
readlly seene

alphabet
taxes, and with general
related special levieg, can be

arls

to
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detormine the taxes, interest, penalties, and costs accumulated ageinst
any one plece of property until an extended éaarch hag been madee

This process of searching is slow, costly, and in many instances the
results are not satisfactory. With records devised as they are it
cannot be otherwise. If a piece of property has become delinquent, it
is necessary to examine several differont volumes——~onc for each of the
years involved. Location of the parcel concerned in any particular
volume is not a simple matter since the linc and page location may
change from year to year. If thcre has been a change of ownership,

a parcel reported in volume 1 under the Als in one ycar may appear
later in voluwme 20 under the Wlse. Not only do shifts from page position
and volume location add to the difficulty of scarching but therc is
also the further complicating factor of multiplicity of sourccese The
tax roll is not the only document which must Dbe consulted if a defini-
tive answer is sought as to the tax status of a given parcel of propertys
It is also necessary to examine the delinguent tax roll-—another record
kept by years, forfelture record, and judgment and sale records IG

is also possible that certain court records must be reviewed as well

as those available in assessment and collection officese When the
difficulties here, presented in connectlon with auditing a single
account, are multiplied several thousand times the hopelessness of the
task at once becomes apparenie Resort to this sort of procedure neces—
sitates asking the inquiring tazpayer bto wait for a considerable period
of time or to call on another daye. Taxpayers cannot be blamed for

becoming iratc and developing a general feeling of contempt for the

way in which tax matters are handlede
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When the taxpayer'!s bill has been computed and payment
tendered, the system of rubber stamping receipts on delinquent tax

rolls is especially unsatisfactory from an accounting standpoints o
control figure of any kind is maintained against which collections are
to be creditede The problem is further complicated by the fact that

receipts derived from payments on delinguent items represent more than

various

(@)
h

tax paymen’s alone——interest, penalties, and perhaps costs

.

kinds may represent a sizable portion of the receipte If

®

the system

of record kecpiag

=]

is to be satisfactory, control figures must also Dbe
established for these itemse
Within recent years tax administrators have come to realize

the importance of sonding notices indicabing amount of tax liability

)

7
+

il

ent ig duee The procedure is no less important in stir—

~

and date pay

ring tax paycrs to action in clearing up arrcarages. The failure on

=
X
O
I
15

the pa administrative officials to institute billing for deline-
quent taxes has been due in no small measure to the character of the
records kepte The difficultics enumerated in connection with supply-—

ing information on the status of an individual property when reques cd

by a taxpayer, all hinder the periodic sending of tax notices.

TEE UNIT LEDGER SYSTEM AS A SUPPLEMENT TO THE TAX ROLL

A solution of the administrative difficulties discussed in
connection with hendling delinguent items lies in revising the method
of rocord keepinge The rocommendations made in this manual do not

require abandonment of the tax rolle A listinz of this character is

s

v

essential for purposes of spreading the tax, and furthermore, its use
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ig generally mandatorye. The yearly ledger must be supplemented with
a historical record card, one for each parcsl of nropertys On this
unit ledger card provision is made for recording all taxes charged
and crodits due, whether arising out of cash payments, discounis,

or ababtements., From this one record a tax sdministrator can examine
the complete history of taxes charged and payments made on any one

de

piece of property covering a period of 10 or 15 yearse

Developments of Tax Accounting Techniques

Detroit provides a splendid example of a clty that has

effectively to reduce tax

employed improved administrative proced
collectiblese During the period extending from 1933 to 1937 taxes and
A0

special assessments outstanding were roduced from $72,000,000 %o

'

&b ~\ / . N . . = & . ' ) . -
$42,000,000e It is the opinion of the clty treasurer that this reduc-
3 IE J

tion was larzely due to modernization of records, revigions in the law

regarding foreclosure, and instigation of an

For purposcs of delinquent tax control a uni it ledger card
essentially like that represonted in figure 3 was introduced as an
integral part of the accounting procedure. Fach year, following th

s

annual sale, the items in the current tax roll that still remain uh=
m

paid are morked sold and the roll is closeds These amot nts, together

with all charges, are reccorded on unit tax ledger cal dse

3/ "Improving Tax Collection Procedure!" Procensdings of National Tax
A35001mulon (1948) Pp. 355=377,
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A ledger card is set up for each class of tax sold. These

©
Q

ords are filed one behind the other by properties as shown in fig-
ure e

A unit ledger system is now being installed in the treas—
urer's office in Cook County, Ille Instead of setting up a card only

for those properties delinquent, as in Detroit, the Chicago plan con-

templates a historical rccord for every parcel of property regardles

n

of whether currcnt or delinquente JFrom an examination of this form
illustrated in figure 4 a notion may be had as to the columnar arrange—

ment

d the codes used to describe postings and disposition made of

particular claimse

Egsgential Features of a Satisfactory Unit Ledger

iost of the tax record projects thus far undertaien have

been designed to revise the system of accounting only for taxes which

have becomne delinguente If the maximum benefit is to be realized by

a community wndertaking this type of work, the program should be suf-

ficiently

vard looking to embrace a revision not only of delinguency
accounting procedures but also of those for nondelinguent parcelss With
the growing prevalence of installment tax plans, multiplicity of spo-

cial

and special handling of penalty and interest charges,
centralization of tax information is as essential for the parcel cur—

s well as the one in arrears.=/ When a system of tax

accounting is nroperly devised, information essential for delinguency

billing and control becomes a by—=producte

ﬁ/ The argunent for this position becomes more gogent when provision
has been lc to supplant entirely the traditional tax roll with the card
systeme




OFFICE OF THE COUNTY COLLECTOR, COOK COUNTY, ILLINOIS
REAL ESTATE TAXES RECEIVABLE LEDGER

POSTING REFERENCE CODE

DISPOSITION CODE

1939

|
esn_casn |
|
smv_supcuens servseo, vwoaion | 36 | ro
smn_suoeuewy nervsen, x| 37 | "o
sec. own aanet tor sop tor  moes e
e oaemvones op meviston » |
5 ,.-
rer_erono 3 e«
E___ JOURNAL ENTRY 40 j::
re__vown couteeron a 5
P | \
s | AssessD FIRST o sECOND coLLcTioNs AN uncoueeren |
nerenence e | vaamion HaLE TA oen cazams |

~ onszcTIoN
CERTIFICATE OF REVISION

EXTENDED IN ERROR
JUDGMENT REFUSED, VALUATION
JUDGMENT REFUSED, RATE

DISPOSITION,
SPECIAL ASSECSMENT WARRANT NUMBERS

v Whou PAID,

1940

16l

1942

SPECIAL ASSESSNENTS

zvel

| :
.
\

UNLESS OTHERWISE SPECIFIED, PAYMENT MADE BY OWNER OF RECORD

Fig. 4.—Tax Ledger, Cook County, Il
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Furthermore when an undertaking concerned with delinqguent
tax accounting is contemplated, the work plammed in that connection
should Dbe so patterned that the records and forms utilized will be

suited for incorporation in a further modernization of tax accoun i

ing when that step appears expedieat.

It is with this objective in mind that the procedure here
presented has been formulateds The unit tax ledger card reproduced
in figure 5 represents the kind of summation record which every
jurisdiction responsible for receiving tax revenue should have avail-~ -~
able. The particular colummar headings may not be appropriate in
every instance, but the principles embraced in the card are universally
applicables Identification should be by parcel description rather
than owners the taxes of cach year should be accounted for separately
from the levies of other years; interest, penalties, and costs should

be reported scr

O

arately; the process of billing for delinquent taxocs
should be facilitated; all adjustments should be recorded and identifiecds
credits should be allocated to ycar concerned and distributed by object
of payument; sale information should note amount, certificatc numbor,
to whom sold, amount, and decd; special installment accounts should
be keyed to the control record; special assessments running agalnst a
given parcel should be summarized; and a historical account of charge
and credit dispositions should be brought together in one central
recorde

Since the amount of information snd the extent to which admine

istrative routines arc cxpedited determinc the worth of the record cord
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Deiinguont gonoral taxes

[0,0/0,0,0/0,0,0,0/0|
; [ar] ] GENERAL TAX LEDGER

LEGAL DESCRIPTION TRANSFER OF OWNERSHIP SPECIAL ASSESSMENTS
= T e e o
' |
| Debits Credits
ment | Taxes charged | Year| Mo. | Day e = Receipt g
(1) (2) (3) (4) | (8) | (6) (7) (8) (9) (10) (1) (12) (13) (14) (15) (18) (G17) (18) (19) (20) (21)
e \ : :
0 1913 fisi Code 3 To |
[a 1944 A $ 4 |
1941 3 1944 . Code 3 To
& _ | 1915 $ 4
{ 1016, | Deed
‘ B T ; :
1942 3 1945 Code To
; ; . : ;
] e ; ; ‘
| 1943 1946 Code To \
4 1947 $ 4 :‘
1948 e Deed |
it 1945 Date 1 $ |
| a 1948 | | $ a |
1949 | Hhn Deed |

Fig. 5.—Proposed Ledger Card
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here proposed, some discussion is devoted to its more important feam
turess

Identification

No practice has been more generally approved as desirable
than that of identifying properties by a system of numbers rather than
by owner's name. Adoption of o system of numbering obviates all of
those difficulties associated with nlteration of records when oWneT=

ship changes.i/ Many jurisdictions feel t

-

hat legal requirements bar
this sort of procedure, but such is usually not the case so far as
the unit ledger card is concerned. Any office devices may be set up

if appropriating bodies can be convinced of the value of the proposal.

To take full advantage of identification by parcel, it shpuld
be noted that in the upper left section where the nome and address would
usually be found only the legal description and the lot and block numbers
appeare Information regarding name and address of the most recently
recorded owner is obtained from the transfer—of-ownership section of
the carde Separation of these two items, legal description and name,

obviates the necessity of altering entries on the card or preparing a
replacement, when ownership changese
A significant feature appearing in the upper right area of

the space set apart for the legal description are the numbers identi-

fying the property by block and lot numberse. The practice of numbering

5/For methods of assigning property identification numbers, sponsors
are referred to Construction and Use of Tax Maps, Assessment Practice
Series No, 1, National Association of Assessing Officers, Chicago, Ille;
and Division of Social Research, Compilation of Property Identification
Maps, WePsA, Technical Series, Research, Statistical, and Survey Project
Circular Noe 1, Works Progress Administration, Washington, De Ces, January
Sl 119884
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lots or parcels serially within each block is now gencrally recog-

nized as the standard method.

Tax Debits and Credits

s designed to show

The ledger card illustrated in figure 5

o

all the summary information regarding taxes charged for any one year

and the disposition made of that lianbility. Column No. 1 at the
extremc left of the sheet is designed for entering the tax year to
which subsequent entries in columns to the right apply. It is assumed
in this hypothetical case that the jurisdiction splits its annual tax
charges into quarterly amounts. In this event four equal amounts are
entered in the respective sections of column 3. Since there are a
number of ways in which charges levied in any one year may be disposed
of it may be desirable to consider separntely some of the more common

methods of handling.

Taxes paid on or before delinquency date.—If, for example,

the taxes charged for the first quarter of 1940 were paid on or before
the delinquency date, an entry as to the timc of payment, cashierl?s

on line 1 in columns 12,

receipt number, and amount would be entered

12, and 14, respectively.

Discounts.—As an inducement to encourage early payment or

lump-sum settlements a discount may be offered. The operations would

be the same as described above under "Taxes paid on or before delinguency

date" except that the smount of the discount would be shown in
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colnmn 15 receipts plus the discount would equal the amount of

the orignal tax liability.

Delinguency.—At the close of the yecar 1940 the interest
and penalties accrued on the levy for that year would be computed and
entered in columns 7 and 8., The sum of these two items plus the e
paid portion of the tax would be the total shown in column 10, These
unts would be entered at the time that the delinguent tax notice

was prepared for mailing. If still unpaid at the close of 1541, in-
terest and penalty charges could be shown cumulatively in columns 7 and
8¢ The last figure shown in column 10 should nlwavs represent the L,gm-
regate of tax, plus interest and penalty accumulat
of delinquencye.

Provision. has been made for recording delinquency accurmlom
tions covering a B~year period. It is assumed that even under rathe
abnormal conditions delinquencies pertaining to levies of aany given

=

vear will have been closed out by some means within a period of 5 years.

Ad justmenise—During the course of closing out a tax levy

oL any that perhaps

B!
v

given year there are adjustments of numerous kinds
should be madce Taxes may be abated, courts may invalidate certain lev=

ies, errors mey be discovered, or the legislature may waive payment of

accurulated intcrest charges. Any contingency of this character can be
hendled uncer column 11 Provision is made for entering information as

to the date, posting reference, code indicating the nature of the allow—

ance, and the amounte.
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Sale.~—Thc ledger sheet does not take the place of the
judgmont¥0mﬁruulf record, but it does provide a ready reference to
the final disposition of the property. Notations can be entered in
column 19 as to the asmount realized from the sale, the certificate

1

number, code number, identification of the purchaser, and deed number

if the owner has not taken advantage of the right to redeem.

Installment Settlement

Even in those jurisdictions where provisions have been made
for quarterly tax payments the taxpayer may have the right to liquidate
taxes which are in arrears by making monthly payments., Where this arrange-
ment exists, it does not seem advisable to record the monthly payments
on the master card but rather to open a special ledger account, closing
it into the master card at the expiration of the fiscal periods ZFor
example, if the 1940 tax were placed under a monthly installment plan, a
notation to this effect would be entered in column 2., If at the end of
the year all monthly payments had been met, a credit could be entered in

column 14 showing that the liability for the year in question had been lig—

vidateds The installment card could then be removed and placed in a dead

)

fileeo

Special Assessments

The master ledger card outlined in figure 5 makes provision for

recording the various special assecssments that may be running against a

o

given parcel of property. In the upper right portion of the card a
section has been provided for entering the kind of assessment, such as

water, sidewalk, paving, etce., the number of the district, and whether

the total obligation has been liquidated. If there is no entry in the




4208

paid column,

bearing the same pro

means of

of the card various items o

facilitate the

purposes of

special collec

instance the use that might

general taxes."

as

o}

hole representing that year

1943 had been paid but 18541

rendering of

then there should be a card in the

perty identification

slotting the holes

f informatb

bills and

tion campaign

be made

ion

the

of the se

special asscssment file

number as the master recorde

located on the upper margin

moy be recorded which may

=

selection of accounts for

s Gongider in the first

setion labeled "delinguent

the tax for any one year has been paid, the
would then be slotted. £ 1940, 1942, and

was delinguent, the

holes representing the

years in gquestion would all be slotted with the exception 1941, By
selecting a pack of cards and inserting a hand needle in the various
holes and 1lifting out all the unslotted ones the entire file may be
sorted into current and elinquent groups by yecrs.

A ledger cord, such as is suggested in figure 5, will yield
the maximum in accounti roturns if provision is made for mechanical

postings However, a decisi

yearly ledgers should

procure

in the system may be realiz

ion
not bhe

necessary office machinexry.

. even

to- dnstalil

if the postings are

cords in place of the present

deferred, because it is impossible to
Most of thc advantages inherecnt

done manuallye
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Trangfer of Ownership

The main function of the scction labeled "transfer of owner-—
ship" is to provide the name and address of the person to whom tax

bills should be sent and to present a summary statement of transferse

o
n

The data necessary for prosecution of delinguent cases in the court
must be more detailed than that provided for on the carde If the back
log of delinquencies ig large, an effort should be made to prepare a
complete history of all instruments dealing with transfer of title or
indicating interest in any delinquent parcel.

The only satisfactory way to provide the information neces—
sary for conducting a general campaign to clear up delinguencies lies
in an accurate and complete indexing of deeds and mortgages on a block
and lot basis. An indexing of instruments according to parcel idens
tification makes possible a ready foview and summarigzation of all
titles and claims pertaining to a given parcel of land. The steps
involved in this kind of an undertaking have been developed in some
detail in the procedure entitled Index of Deecds, Mortgages and Other

6/

Encumbrances .~

6/Division of Social Research, W.P.A. Technical Series, Research,
Statistical, and Survey Project Circular No. 2, Works Progress Admine
istration, Washington, De C., March 22, 1938,
? S 9 ’ ]
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PROJECT DEVELOPMENT

The worth of an undertaking of this character to a community
in a large measure is dependent upon the amouant of planning and thought
given to the mattér while in a preliminary formes The prospective snon-
gsor should exhibit a genuine interest in the jobe It ig also essential
that he should be fully advised of the obligations and responsibili-
ties imposed by the tasks A thorough search should be made to deter—
mine the availability of a sultable supervigor; adequacy of working
space should Dbe checked; accessibility of records should be assured;
and the attitude of other officers affected by or required to partici-
pate indirectly in the work should be determinede. ZFurthermore, careful
estimates should be made as to the size of staff and classes of employees

necessary to complete the job within the desired interval of timca

Sponsor

Any town, township, county, village, city, or ad hoc district
official charged by statute with the responsibility for collecting
property taxes may make application through the local and State WPA
organization for Federal funds to assist in abstracting accumulated
delinquencics and/or installing an improved systom of tax accountings

An agency intercsted in conducting a WPA project of this
type should understand clearly the obligation incident thereto. In-—
ability or unwillingness on the part of the sponsor to mcet the require-
ments outlined below will bar approval of the applicatione

le The sponsor must agree to meintain the file and keep it

currente A routine indicating exactly how this requirement is to be
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0
1

met is equally as important as full documentation cutlining the pro—
cedure For the performance of the immediate taske

2« The sponsor must provide adequate technical supervi-
gione

It is from this source that direction of the project must
comes The person selected for this Jjob must possess intimate famile
jarity with tax records and the administrative and legal procedures
followed in assessing, extending, and collecting oroperty taxese A

person with satisfactory technical competence gene rally can be found

ze
on the staff of the local collectore If the supervisor is chosen
from the regular staff, arrangements must be made to transfer the

major portion of this porsonts dutics to other memberse Except in the
smaller jurisdictions, the supervisor should be free to devotc practis
cally the whole of his time to administration of the projecte

3e The sponsor must provide necessary offlce space, cquip-
ment, materials, and supplicse The major portion of the matorial
cost arises out of the purchase of the permanent ledger cardse In
addition to the permanent cards provision must be made to secure
trangcription cards, work sheets, typewriter, adding machine supplicsy
pvencils, paper, and other office sundriese

4, A roport covering accomplishments is also required upon

completion of the jobe

Source of Data

m

The tax duplicates of previous ycars provide the principal

source of data assembled on the unit ledger carde In those instances
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where a delinquent tax roll comprising all open items appearing on
the tax duplicate is made up at the close of a fiscal period, this
record nay obviate the use of the original tax rolle To get a come

plete history of some accounts, it may be necessary to examine in

D

addition to one of the above-named records the judgment and sale
record, abatement record, redemption record, and in some instances
proceedings of the local courtse

In those instances where it is essential to use records
other than those in the office of the collector, the consent and
cooperation of all officers concerned should be obtained before a

definite decision is made to prepare a project application.

Cos?t

It is particularly difficult to develop standard rates of

production for projects involving the transcription and verification

=

of tax recordse The condition and accessibility of the records, the
oxtent to which regular employecs arc willing to cooperate, tie con—
ditions under which the work is performed, and the excellence of the
project supervisor as an orgonizer vary widely from locality to
localitye

The estimates here submitted are stated in terms of man—hour
production for certain basic operations involved in carrying out a
tax records projecte Those ratcs may be useful in answering questions
regarding the number of employees necessary to complcte operations
within a given interval of time or in appraising thc efficiency of

particular opecrating sectionse
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The estimates presented in the following table are confined

to the basic processes indicated in the organization chart (fige 6)

and discussed under the topical heading "Procedural Steps——Delinguent

Properties Onlya"

1, TFilling out transcription
cards similar to the one
shown in figure 7.

as Checking operation (1)

2e¢ Sorting cards according to
property location and bring-
ing togebther all data per—
taining to one descriptione

2e Checking operation (2).

3s Summarizing or posting
transcription cords to work
sheets

ae Checking operation (3).

5

4, Computing accumulated ine
verest, venalties, and costse

2e Checking operation (4)
S5e¢ Typing information contain-

ed on work shect on permas
nent recorde

1 a__s N\
as Checking overation (5).

6s Filinge

30 transcrip-—
tion cards
per man-houre

60 transcrip-
tion cards
per man-hours

40 transcrip—
tion cards
per man-houre

80 transcripe-
tion cards
per man—~houre

20 work shects
per man—hoUTe

25 work sheets per
man—hour (B~year period).

40 items per
man—houre

20 ledger cards per
man=hour (5~ycar period).
40 ledger cards per

man~nour (5-year period)s

200 ledger cards
PEr Man—ioUTe
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PROCEDURAL STEPS=-<DELINQUENT PROPERTIES ONLY

A record system as proposed here may be designed to include
only delinguent parcels, or a record of all parcels may be provided
for regardless of tax statuse. This section presents a discussion
dealing only with delinguent parcels. If accounts are to be opened
for all parcels the instructions on pages 34~=35 must also be con—
gsidereds

Thig section is not presented with the idea of developing a
set of inviolable rules; nor is it belicved that a discussion dealing
with tochnicues designed for use in various jurisdictions should bocome
involved in the minutiac of project operation. An analysis of the
process .of shifting tax account identification from name to geographis-
cal location indicates unmistakably certain clear-cut processes: the
data must be transcribed on appropriate "take~off" cards, the cards
sorted, work sheets filled in, accumulated charges computed, final

records tiped, and the ledger sheets organized and housed in appropri-

ate equipments Bach of these operations must be placed in the hands

P —

of competent persons who reccive their instructions from the supe
1 - - 1_.,v

visor tharoush his assistante Each unit head must account to himcfor

character aad volume of work performede

Administrative Organization

A plan of project organization is suszgosted in figure 6. The

sxtont to which functionaligzation can profitably be carried depends
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ORGANIZATION CHART
WPA Unit Tax Ledger Project

SUPERVISOR

SUPERVISING CLERK
ASSISTANT SUPERVISOR

Spot Checking

T S
|
|
| 1)
|
| (o))
1
i
|
1
5
?
H
i
1
L
SUPERVISING CLERK SUPERVIS INGIGLERK SUPERVISING CLERK SUPERVISING CLERK
Assembly, Computation
Transcripti Typin Filin
bl Adl and Summarization ) 2
LEGEND
Line authority
JUNIOR CLERK IR CLERIC BENIORACEERE JUNIOR CLERK LAW CLERK
R el rocn il UM QRACLERK s il o EACLERIG Sl Sl e o s I S e s el o e Functional responsibility
Tax Roll Delinauent Judomentiiand Court Records Tax Title
Tax Rol | Sale Record

Fig. 6.—0Organization Chart
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chiefly on the size of the und

employees is contemplated, the pat

should facilitate developing a
Responsibility has been Dbrolen

operations involveds

typing, and filings

While each operating
accuracy of the work performed
have an individual indcpendent
directly to the supervisor who
accuracy and completeness of tl
to the

this functional officer

indicated in the organization

Once the lines of au

definitoely cstablished they should be depicted graphi

accessible to all persons

Employe

transcrip

D)

ertakinge If the use of as many as 2
tern of organization here suggested
smooth=running, efficient, projecte

down to accord with the principal

tion, sorting, summarigzing and computing,
head is

respongible for insuring the

by his division, it seems desirable to

of the operating sections and rerable
is concerned solely with verifying the

he work performed. The relationship of
supervisor and operating heads has been

chart through the use of solid and dotted

thority and responsibility have been

cally and made

in the organization.

Regardless of the qu

available from the local relie

operations will be

(=]

to familiarize workers with thel

.L 3

tion projcct it might be desir:

general steps i

greatly cnhanced if some formalized cf

¢ Training

alifications pogsczsed by the personnel

f rolls, the effcctiveness of project
ffort is made

r new tasks On a tax ledger installers

able to accuaint the staff with the

process of property tax collcctions
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pointing out the defects of the yearly tax roll and indicating how the

proposed undertaiting will overcome
presented he £irst few peges of

used as orientation materiale

Responsibility for giving
routines should be delegated to the
erable time
neatness, in explaining the method

gstrating how the several forms are

directed to workers

Transcription
Under no cilrcumsgtances

the data appearing on the tax roll,

inal source directly to the final rec

inal recorde

[N

in form with the
r;

shown in

suboperations

these limitationse

should be spent in stressing

should always Dbe

should an attempt Dde

figures 7 and 8 snould be preps

The subject matter

this manual might be advantageously

(e

instruction covering operating

several supervising clerkse. Conside-

the importance of accuracy and

of procuring records, and in dcmon-

to he uscde Instructions and orders

in written forme

Routi .L'lb

made to trangcribe
delinguent tax roll, or other orig-

ord or to a work sheet identical

Transcrintion cards patterned after those

od for use on each of the

indicated on the organigzational chart under the juris—

diction of the supervisor in charge of transcriptionse
The person in charge of this work should be instructed to

requirec a complete transcription of
ticular volumcs

to skip items or defer transc

Under no circumstances should workers be pe

ription becausc

all items appearing in any pare
rmitted

confuging data are
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Name Subdivision Block Lot
Book Volume Page Line Year Tract Acres

| Description Taxes charged

Less: Adjustments

Error $
Aba tement
Plus: Sundry charges
Prior years Year of levy
Int. $ $
Pen. %
cost (s ]
Tax XX XXX
Less: Payments
Date Tax Interest Penalty Cost Total
$ $ $ $ $
Total |$ $ $ $ XXX ! l
Balance $
Date St Transcribed by ___ Checked by

| Fig. 7.—Tax Roll Transcription Card




Subdivision

Volume Tract

Tax To whom sold

Date Certificate number

Amount realized from sale:

oy @A st R S TR L e e & b § ) St el (i s PN ATty § Total $

Remarks:

Fig. 8.—Judgment and Sale Record Transcription Card
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encountereds The original records must be completely copied as the

e

work proceeds.
All transcription work should be subjected to a 10U-percent

ingpectiones

Tax roll and delinguent tax rolls—-The information obtained

from both of these original records is substantially the same in
characters Therefore, one type of transcription slip should serve in
both instancese The form suggested is shown in figure 7, Attention
ig called to the organization of the neme, and block and lot entriese
It is essential that these items zppear at the top of the card in
order that sorting according to elther of theose classifications mey be
expeditede Taxecs charged, adjustments, and payments should be so
arranged on the card that checking against the original rccord and

verifying computations can be performed with a minimunm of effor
"D L

made under "Tax roll and

Judgment and sales——The rcmaris

delinguent tax roll" with respect to name and property ideuntification
apply also to this and all othor transcription cards ncedods Original
records covoring this sort of data are not so mniformly regular in
rrangenent as the delinquent and current tax rollse This card should
be revised to accord with the type of record used in a particular
juris_lcul ne The amount realized from sale should be broken down ine
to tax, interest, penalty, and coste In some instances it may be
necessary to classify further these items according to the time incurred;

isce, Defore or after Jjudgmente
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Abatement record, court, and other sources.--It seems inadvis-—

able to attempt a detailed arrangement of the blanks which would be

1

necessary on these transcription cardse It should be said, however,

that regardless of the amount of information to be transcribed on any
one card the size cstablished for the other cards should prevail here
also. Uniformity is ossential since the slips compiled from the scve

oral sources must be interfiled. The rules mentioncd goveraing the

location of the name, and lot and block numbers should also bve obscrvede

o
Sorting, Swmarization, and Computationﬁ/

The cards upon which the data from the original records have

been transcribed must be so sorted that all thogse relating to one

> P -

arcel of property will be brought together in one packe Upon compl e—

o)

tion of this operation the work is passed to copying clerks who post
the data appearing on the several cards to a work sheet similar in form
to the final ledger carde After the required computations with regpect
to items of interest, penalty, and cost have been computed the work
sheet may then be turned over to a typist for preparation of the file
cony -

Sorting.—-Upon completion of the transcribing operation,
there will be as many files of cards as number of ycars covered for each
of the original sources of tax data. If, for example, the 10~ycar pcriod

were included, there would be 10 sets of cards taken from the tax roll,

7/ If the chain of owncrship is to be verificd by an analysis of re-
corded instruments, the cards describing the findings should be intro—
duced at this stage in order that the work shect may be complctely
filled oute
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10 sets from the delinguent tax roll, and so ons Rearranging these
cards in a suitable order for posting involves the followlng steps:

le Sort all cards, for all years, and from all sources,
according to geographical location; leces subdivision, blgck, and lote

Interfile the tax roll, delinguent tax roll, judgmen?®

and sale, abatcment cards, and those from other original sources for

[

the rost recent yeare Repeat this operation for the preccding year
and so on until all cards have been thus sortcds

3¢ The final sorting step involves interfiling the cards for
the various vears. All cards referring to the same parcel of property

& IS S 1S

should be clipned together in reverse chronological orders

After the gorting process has boen completed, a final check

ST 15 2

should be made to insure inclusion of all cards and accuracy as to
locatione

Swmarization.~-After all cards vertaining to one parcel

. ¥

property have been brought together, the next ta sk involves posting the
information on the work sheet prenmaratory to typings The work sheet
should be of the same size and follow the form contomplated for the final
file copy (see the form susgested in fige 5) e

A1l postings should be checked against the tranmscription cards

to insurc completeness and accuracye

Computation.--Before the cards are passcd on to the typing

section, it may be neces r to have a group of workers calculate

intercst, ponalty, and cost accumulationse In the ovent that work

of this character is contemploated in the project, intercst tables
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ey}
e
1

should be worked out and reproduced in suitable form for use by the

clerical staffe

:

This operation should be subject to a 100-percent checka

U

Typing

As soon as the work sheets hove been checked against the
transcription cards and all desired computations nave been made, the
two may be placed in separate filess The work shect files are then
ready for transmission to the typing departument. Care should be
exercised

that no work shects be submitted for final copy if they

contain items thot require interpretation or guessinge OCarefully

fo

prepared work sheets will aid greatly in the minimigzing of errors

The task of filing the cards as typing is completed should
be a relatively simple mattere The various cabincts and drawers
should be cloa rly marked to indicate the section of the city con—

cernede Apnropriate dividers should be preparcd for each drawer in

order that cards portaining to any one block may be readily locateda

PROCEDURAL STEPS—-DELINQUEAT AND NONDELINQUENT PROPERTIES
If the project is designed not only to assemble the tax
historics of delinguent parccls but also to record tax changes and

credits for all propertics on a card, such as the onc shown in figure

the following operations must be performed in addition to thosec cnumer-

ated on pages 2534,
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le Affer the file of delinquent parcels has been completed,

it should be checked against the most recent tax roll, indicating by an

1 -2

appropriate mark all those descriptions which carry accumlated tax
chargese

2« Ledger cards should be orepared for all those descriptions
appearing on the tax roll which werc not checked in operation "le"

(SN
°

The delinquent and nondelinguent cards should be intcr—
filede
4e A final check should be made to insure that a card for

gach parcel is in the file and in its proper position.
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Appendix A

MECHANICAL AIDS IN TAX ACCOUNTING CONTROL

The degree of effectiveness attained in property tax adminis-

tration is largely dependent upon mechanization of routine and repetis

tive processess In a jurisdiction where the volume of work is heavy,
it is virtually impossible to prepare the tax roll, delinquent roll,
or tax bills on time unless some method has been devised to obviate
the laborious copying of names and lengthy legal description, and to
simplify the calculating and billing of accumulated tax arrearagess
The addition of an auxiliary clerical force will not always solve the
problem since the number of workers that can be effectively employed
is limited by the organization of the records and the availability of
working space.

A number of devices developed originally for business oper&;
tions have been applied to the field of tax administration. In the
few paragraphs that follow some of the more common ones will be come

sidered in so far as they facilitate solving the tax accounting problems.

Mechanical Addressing Equipment and Its Use in Tax Accounting

The several types of mechanical addressing devices not only
are valuable in that they save time and eliminate errors in the preparaé
tion of the tax roll Dbut through the use of plate selectors these instale
lations may be applied to delinguent tax control. In the case of the
metal plate shown in figure 9, the tab shown on the upper right corner
may be switched at the time payment is receiveds Whon a list of

- 2




delinquents is desired, it is only necessary to set the selector to

m

1y The

skip the "paid" items and to run all plates through the machine,
resulting list will comprise only unpaid items,

The same sort of a list can be prepared with equipment using

the fiber plate, such as is shown in figure 10, When payments are made,
the section of the plate containing the name and address may be shifted
to open or close one of the slots shown on either side of the plate,

The plates on which the name section has been shifted will not print
when run through the machine,

Both types of addressing equipment are especially advantageous
in handling tax records when the principal mark of account identification
is the block and lot numbers rather than the name of the owner. By
separating the section containing the name and address from the legal
description, revisions because of ownership changes need not disturb
the legal description. Only when the description is split, combined,

or otherwise altered need this section

Posting and Tax Receipti: Equipment

If notification of delinquent taxpayers is to be done effece

tively, the statements must be sent out reriodically and the notice
must show a breakdown of the account into tax, interest, and other
items of cost,
of the staff and office facilities allothed
Ffices

A number of companies making office machinery have developed

equipment which not only automatically computes accumulated charges but,
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Fig. 9.—Metal Addressing Plate

—

FRONT TOP

Fig. 10.—Fibre Addressing Plate




in the process of computation, prints the amounts on the tax bill and
posts the appropriate items to a ledger sheet, such as is shown in
figure be

Not only does the use of equipment of this character make
possible the simultaneous preparation of tax bill and ledger sheet,
but totals for taxes and the several sundry charges for any one tax
year are carried forward in the machines. From these totalg items
for control accounts (tax, interest, penalties, and costs) are obtaineds
Against these control figures subsequent collections can be creditede
Nothing short of cross checks of this character is adequate for tax

accounting purposess

Machine Tabulating Equipment

L

A few of the larger taxing jurisdictions are effectively

1

using machine tabulating equipment for tax accounting purnosess. A

file of cards similar to that shown in figure 11 is set up-—one card
for each parcel of property. Among the several items of information
recorded is that of taxes charged. As payments are received, the

cards affected are withdrawn from the file, hose cards not withe
drawn represent the accounts recceivable and those remaining after

the expiration of the delinguency date comprise the delinguent accountse
By running this group through the machines, summary data may be

obtained regarding the total amount of delinguency, type of property

delincuent, and such other data as may have been recorded.
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Hand Sorting Records

The application of the hand sort card to tax control purposes
has been suggested in the discussion of the record card mentioned
earlier in this circular (sce pe 19). The installation of unit ledger
cards designed for hand sorting makes it possible for a collecting Of fou

to spot readily delinquent items for any particular tax yeare. In
addition, if it is so desired, cards pertaining to particular types of
usiness or residential property may be singled out for such administrae-

tive treatment as may appear expedient,

Visible Records Systems

With slight modifications the form exhibited in figure 5 can
be housed in one of several types of visible index files rather than
the conventional file cabinet. A notion of the flexibility and accessi-

bility afforded by this type of egquipment may be had from an examination

of the reproduction shown in figure XVII of Appendix B,
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Appendix B

SELECTED INSTALLATIONS MADE WITH ASSISTANCE OF WPA AND FERA

Many governments have recognized the need for a system such

as described for Chicago and Detroit, but local funds have not been
available with which to undertake the taske This barrier no longer need
deter a commmity from gettin ts tax accounts in manageable form since
this type of work has been deemed eligible as a Work Projects Admini g
tration undertaling,

To date a number of cities, towns, and counties have availed
themselves of the opportunity to use umemployed clerical workers in
preparing a consolidated statement of general taxes accumulated on each
parcel of property, checking the legal description preparatory to adver=
tisement and sale and building files listing aggregate holdings by owncrs

A number of projects approaching most nearly the formsand

q -

procedures here recommended are included in this appendixe

Michigan, Grand Rapids——Pro jec

The tax ledger installed in
designed for machine postings s a T ) a ule indicated
in figure 12 master card is mede out filecd for each descrip-
tion of property regardless of whethe ixes arc delinguent or current.
Cards other than master cards arc not includsd in the file
contain open itemse As soon as one of these cards is balanced, it is
placed in the r o files

squares appearing in the upper right corner are

indicate the other cards that should be found with the mastoer




CHARGES

CREDI TS

INTEREST

BALANCE

CITY OF GRAND RAPIDS, MICHIGAN

Fig.

|2.—Ledger Card, City of Grand Rapids
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number (l) in the first square means that there should be & card show-
ing the status of taxes for 1933 and prior years payable in 10 install-
mentse Numbers in other squares indicate that cards are on file covere
ing school taxes, special assessments, etce
Future sales purchased by the city will be carried on ledg

cards of the same size and ruling, but of a different colore
containing sales will be filed in the ledger in the same manner

cards, so that all taxes after sale will be found in the same

ag those not yet solde

Toxes sold to outside buyers will be placed on scpara

cards and filed with the respective property in the tax ledger s
this information will be available with other taxes for abstract pure
POSCSe

New Tork Rochester and Monroe Coungi

.

The tax delinquency project operated in Rochester and Monroe
County was designed to verify the amount of outstanding delinquency ond
to assemble the itecms by parcel descriptions This ordinarily tedious
job was oxpcdited through the use of electric bookkeeping and accounting
equipmente A dual card, such is shown in figure 13, was usedes A
card of this character serves the double function of providing space for
recording the original information as well as providing space for punciinge
The items appearing on the tax roll were rccorded by clerical workers
on the appropriate sectiong of the carde Upon completion of transcrips.

tion the cards were punched by FERA operators, using key punch machincse

2)
o
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them

were

ards

b AR

were then verified as to accuracy of punching by running

through a verifying machine., Following this operation, the cards

interpreted on an automatic interpreter., After the process of

verification and interpretation, these cards were checked against the

origi

Pk it R £y
sorting and

nal

the contro

the cards

taxes

contr

been

balan

ie The final step in the series of operations involved

In order to set up delinquent control figures and to audit

1

ls contained in the gencral tax ledger by the treasurer,

were sorted by type of delinguency and yeares The totals of

delinguent for each ycar were checked against the trecasurer!s

O LH

ced,

The cards representing

proved and all

nccessar,

nd reconciliation effecteds

cach delinquent tax item having

y controls having been established and

delinguent tax statements sich as is shown in figure 13 were

prepared for ecach parcel of

ment

woLs vur

cd over to %the

prope rtye The original copy of each state—

collection department, and a duplicate cepy

was maintained by the comptrollers The statements sent to the collection

departmeat

placed in the c¢

were in order by

pitrollerts

gearch purposcse

as

covering the years from 1890

ments

Ow

parcel within type of propertys The cony

office was used for reference and tax

cgon, Multnomah County—-Project 20418 (26~2185)

] C'L.\.

ther:

As o part of a

tax data onsall de

9

won, if any, were

noral coun ty rocords project the auditor
slinguent real estate in Multnomah County

to 1936, The amounts charged and pay-—

sembled accerding to the parcel of proverty
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Fig. 13.—Dual Punch Card
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concerncds From an examination of the form reproduced in figure 15,

a rather definite notion may be secured as to the extent of the infom-
mation recorded and the method of postinges In addition to serving as
3 tax arrears ledger, the type of data provided for at the bottom of

the sheet summarizes at least a part of the cntries which would ordinar-

ily be fourd in the judgment=and-sale recorde

Ohio, Cuyahoga County——Project 30141

The led

(s}

or card developed by the auditor in Cuyahoga County

is restricted to accounting for delinquent taxes only. The form of

the record is reproduced in figure 16. Provision is made for recording

-

" I

ownership changes, and the several properties are identified by legal
descriptions In addition to general property taxzes sections are designed
for entering municipal and county special assessmentse The figure
reported in any one year under the heading "Prior delinguencies" reprees
he item of the preceding year reportcd under "Total carried

forward." Adjustments, such as abatements or orrors, arc accounted for

located on the bottom portion of the

on the lines without stub heading

DaZCe

Now Jersev, Hamilton Township-—Project 21785 Bele5204)
V-] I 9 5

The ledger installation adopted by Hamilton Township (fige 17)
provides for reccording all mapaid taxcs begimning with 1909 The ledger
sheet adopted although differing somewhat in arrangement from the usual
card file rccord does contain essentially the same kind of information as

that assembled by other records jobs discussed in this sections Pro=

vision is made on the contral portion of the right column to summarize




DELINQUENT TAX, MULTNOMAH COUNTY, OREGON

NAME AND ADDRESS
oF LasT Tax Paven

ASSESSED TO

Lor BLk.

ADDITION
sec. cE TAX LOT AcRES

venest

mauwet oue Tax oo oure Recarr ax raD

vor | vomavawe

cenmincare wo. Awount REDENPTION K. AwounT

Fig. 15.—Delinquent Tax Ledger, Multnomah County, Oregon
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YEAR |BK.No.| ITEM No TAX DUPLICATE LISTING REFERENCE NOTATIONS [
1937 SUBSEQUENT OWNERS Yean

cemiriko
1938
1939 WiTTEMORE

INSTALLMENT ||
1940 PAYMENT NO. i

i
1941 ‘r
1942 ]
1943
1944
A e by 1938 1939 1940 1941 1942 1943

ACCOUNT coorto)| pELa. | amounteo| pria. [ amounreo.]l peca. ot amounteo| oera. [%5f[awounreo.|| pera. |TF| Amounteo.| bera. OATE| AMOUNT PD.

GENERAL TAX

ScHooL TAX

PAVING

SEWER

WATER

SDwWK. & GRA.

LIGHTING

SEw. DiIsT. ‘

REASS'M'T

TOTAL MUNI. SP.

ROAD IMP.

SEW.& WAT.
IMP, s

“ /i

W 5
s
TOTAL CO. SP.
GEN'L

PENALTY { Mun1.SP.

Co. SP.

TOTAL PENALTY

PRIOR DELQ.

TOTAL CARRIED FOR.

Fig. 16.—Delinquent Tax Ledger, Cuyahoga County, Ohio
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certain facts regarding cortificates of tax salee It is proposed that

s

this record bo supplemented with a tax title licn ledgers

Cklahoma, Oklahoma County=-Project 11822 (4=~440-11822)

The ledger card adopted for Oklahoma County (fi

2o 18) provides
for summarizing the status of special assessments as well as generzl leviese
The installation differs from others here discussed in that the sheets
are punched r filing in visible binder cquipmente

Prior to the undertaking of this project, separate records
were kept for the following types of taxess: ad valorem, paving, scwer,
drainageys and gradings A determination of the taxes outstanding on
any piece of property necessitated the exemination of five different
books for cach yeare Within the period extending from 1920 to 1936

approximately 300 official books of record were required to handle the

various types of levicse
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State planning No. 5-1-5204 Page MNo.

TA%X ARREARS LEDGER

R, P, 1 Interest Total

Year Page |Line|P. P. 2 |Amount delinquent| Date paid and Record
TosTe L Le

) ok ts Paid date

amount

Prior Assessed to:

1917 19

1918 19

1919 19

1920 19

1921 19

1922 19

1923 19

1924 19

1925 19

1926 Description or plan

1927

1928

1929 Block Section

1930 Lot

1931 C. of T. S. No. 19

1932 Sold or assigned to:

1933

1934

1935

1936

1937

1938

1939

1940

1941 [ Lot No.

1942

1943

1944

1945

1946 Block No.

1947

1948

1949

1950

Fig. |7.—Tax Arrears Ledger, Hamilton Township, N. J.
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TREASURERS OFFICE TAX RECORD

OKLAHOMA COUNTY, OKLAHOMA

PAID
YR. SALE NO. 1-c KIND OF TAX GENERAL PAVING SEWER MisC'L TOTAL Ve, AMT. PAID RECEIPT NO. MEMORANOUM \l
General |
Paving |
= Sewer !
= i
General |
Paving |
Sewer i
a |
I
General |
Paving |
Sewer AT B —
2 |
I
General i) |
Paving ]
Sewer 1
a |
General i
Paving 1
Sewer I
a — — |
i |
General e i = I
Paving i
i Sewer |
ol 1
General {
Paving |
Sewer ]
a I
I
General i
Paving |
Soner i
= 1
General ]
Paving 1
Sewer |
@ 1
1
General |
Paving 1
2 S \‘
I
Description of Property !
1
|
!
1
I
% 4 SEC. >, RG.. A ADDITION OR TOWNSHIP 8LOCK Lots NAME AND ADORESS ;
’

Fig.

18.—Tax and Special Assessment Ledger, Oklahoma County, Okla.

194

GS







