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THE VALUATION LIST

Statutory Function

In accordance with the provisions of the Land Valuation and Tax Act 1967, the statutory function of the
Department is to maintain an up-to-date and accurate Valuation List of all properties on the Island, including the
quinguennial revaluation of those properties.

There are approximately 36,000 valuation units in the Valuation List upon which land taxation is collected by the
Office of the Tax Commissioner. The basis for land taxation is the principal purpose for the Valuation List, although
the Valuation List is used by a number of other Government Departments to fulfill their particular mandates and
policies.

The Valuation List is to be fair as a whole, with the object of ensuring fairness of annual rental values between
valuation units, one with another.

In Section 1, Interpretation of the Act:

"annual rental value", in relation to a valuation unit, means its annual rental value as assessed under this Act,
based on the rent at which the valuation unit might, on or about the valuation date on the open market,
reasonably be expected to let from year to year if the tenant undertook to bear the cost of internal repairs, and
the landlord to bear all other reasonable expenses necessary to maintain the valuation unit in a state to command
that rent, but excluding any element attributable to any tax payable under this Act.

Thus, Maintenance of the List (Mol) work requires attention to detail, exactitude, impartiality and a
comprehensive understanding of the 1967 Act, the Department’s policies and procedures and the I.T. MAGI
database. All those involved with Mol work should always be mindful that mistakes on the Department’s part,
can literally cost people financially. It is therefore imperative that each Mol case be given the requisite care and
attention from case creation and inspection, all the way through to the valuation and case completion.
Maintaining an up-to-date and accurate Valuation List is paramount to preserving the publics’ confidence in both
the Valuation List and our accuracy, integrity and competence.

Purpose of Reference Guide

This Reference Guide provides a holistic overview of the Maintenance of the Valuation List Section within the
Department. It is for use by the Management Team and anyone responsible for valuing and/or amending
assessments in the Valuation List as a resource guide and reference tool.

It will cover the processes involved in amending the Valuation List from start to finish, including the numerous
practices, policies and procedures of the Department to ensure:

4 consistency and impartiality in valuation approach
% accuracy of assessments
4+ fairness and equity between assessments
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4 the publics’ confidence in the Valuation List is maintained at a high level

4 the reputation of the Department and Government is maintained to a high standard

This Reference Guide should be read in conjunction with the Land Valuation and Tax Act 1967, the Land Valuation
and Tax (Objections and Appeals) Rules 1967 and the other Department manuals/handbooks, such as:

4+ Employee Orientation Manual
4+ Handbook for the Valuation Survey Technician

4 Land Valuation Appeal Tribunal Handbook for Tribunal Members
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MAGI (Mass Appraisal Geographic Information) SYSTEM

MAGI is a bespoke, purpose built case management and mass appraisal IT system for the Department, which went
live on 31 March, 2008. Upgrades are continuously made to MAGI based on the Department’s needs and
requirements. All of the Department’s case work (Maintenance of the List and Appraisal services) and case
management/workflow controls are carried out in the MAGI relational database.

Maintaining the Valuation List in MAGI

MAGI provides the capability to carry out daily valuation case work on new, amended and demolished valuation
units for land taxation purposes. The key features in MAGI for Maintaining the Valuation List include:

Case management

Mass appraisal functions for Island wide revaluations

Workload reviews of all existing cases

Address management

Reporting

Daily updates to the Department’s website and the Office of the Tax Commissioner
GIS enabled

Ll ol B Sl Sl ol

Case Management Features

The case management system provides management with the capability to prioritize case work and produce
statistics on case volumes by date, type and value ranges. Workflow control features include:

Case creation

Case assignment / re-assignment
Case prioritization

Case tracking

Event logging

Case and event histories
Valuation histories

Case and assessment searches

- F &+ &+ & +

Case reports and statistics
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MAGI (Mass Appraisal Geographic Information) SYSTEM

Basic Application Functions

The MAGI tab system stays the same no matter which section you are working on in the application. The tab is
similar in appearance irrespective of the tab that is open.

To open a list of choices from the tab, click on one of the headings (e.g. File, Case, Assessment etc.) with the
cursor, and a list of options will appear in a drop down list.

File

Under the File tab, the only option available is Exit. Clicking this will close the MAGI application.

Iii Case Assessment Comparables Maintenance __

Case
The Case tab contains the following list of items all relating to MAGI cases.

My Dashboard (formally My Cases) - opens up your home screen, which contains all cases and related information
that are assigned to you.

New — opens a blank New Case screen that can be filled in and saved.
Search — opens up a screen that allows you to search for cases based on specific criteria.

Jump To — opens up a sub menu which allows you to go directly to a case by typing in the case number.

Assessment Comparahles Maintenance Reports Admin Mass Appraisal
7. My Cases

g8 New

L Search

Jump To »

As=signed Cases (1)

r My Case Stats
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MAGI (Mass Appraisal Geographic Information) SYSTEM

Assessment
The Assessment tab contains the following list of items:

Search — opens the Assessment Search screen, where you can search for assessment accounts in MAGI by
providing specific search criteria.

Jump To - opens up a sub menu which allows you to go directly to an assessment account by typing in the
assessment number.

Tribunal Meetings — opens the Tribunal Meetings screen for each tribunal upload of amendments to the Valuation
List. This screen is now redundant as all amendments to the Valuation List are sent in real time to the Office of
the Tax Commissioner’s TIMS database (Tax Information and Management System) since January 2016.

Assessment Comparable Search — open a screen which allows you to search assessment accounts in MAGI by
providing specific search criteria. This search is often used for compiling comparable assessments for objection

cases.

File Case Assessment Comparables Maintenance Reports Admin Mass Appraisal

Jump To 3

Tribunal Meetings

Assessment Comparahle Search
T

rMy Case Stats

Comparables

The Comparables tab contains items relating to the work in the Appraisal Section and contains the three options
— Search (sales search facility), New Listing (add and save new market listings) and Market Listings (displays all
current market listings saved in MAGI).

File Case Assessment Maintenance

Comparahles Mass Appraisal

L Search

Reports  Admin

New Listing
Market Listings
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MAGI (Mass Appraisal Geographic Information) SYSTEM

Maintenance

The Maintenance tab allows you access to the “back engine” of MAGI and is only available to persons with
administrative permission. It comprises the following:

Lookup Maintenance — opens up a screen that allows you to search for all MAGI look up tables (amenity type, log
type, valuation group etc.) to edit or add to.

Configure Apex Software Path — this allows Apex digital drawings to be opened in MAGI.

Employee Maintenance —opens a screen that allows you to add new employee accounts or make existing accounts
inactive.

Scale Zone Price Maintenance — opens a screen with the residential scales and valuation zones.
Address Maintenance — opens a screen that allow you to add new addresses or edit existing ones.

“—
Reports Admin  Mass Appraisal

Maintenance

Assessment

Case Comparables

Lookup Maintenance
Configure APEX Software Path
Employee Maintenance

Scale Zone Price Maintenance

My Case Stats My Ascigned Cases (1)
Address Maintenance
H Type Cur. OH T ” H Casze D Sub Ty
Reports

The Reports tab contains all the stock reports (Mol and Appraisal sections) for the Department for both the VSTs
and Management. The Admin reports are only visible to those with administrator permissions. More on the Mol
Reports is covered in the latter section Department Statistics and Reports.

File Case Assessment Comparables Maintenance | Reports Iﬂmin Mass Appraisal

Mol Case List

Admin Reportis  » | Cases on Hold By Tax Code

Cases on Hold by Assignee

d Cases (1} Mai e of List Completed Per Month
Maintenance of List Received Per Month

~My Case Stats ~ My A

1]
-3

Type Cur. OH T CaselD  Sub Type T Hame Address

wourison 1 0 1l 2w I V/2intenance of List Outstanding By Date

Maintenance Of List Case Stats By Range
Stamp Duty Completed Per Month

Stamp Duty Received Per Month

Stamp Duty Qutstanding Per Month

Outstanding Commercial Cases

Year End - Maintenance of List - By Type =

My Assig i Year End - Recieved, Completed, Outstanding Cases —
M Calendar i No Assigned Valuation Year End - Stamp Duty

VST Stats - Completed By Month
Proposals Served By Range

4 July, 2017

Sun Mon Tue Wed Thu Fri
23 2% 27 28 29 30
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MAGI (Mass Appraisal Geographic Information) SYSTEM

Admin

The Admin tab has many management functions and is only available to those with administrative permissions.
The main features are:

Unassigned Cases / Valuations / Case Summary — opens a screen with various tables. Unassigned Cases is a record
of all cases in MAGI that are to be assigned. More information on this is found in the latter section MAGI — Case
Admin. Unassigned Valuations has been incorporated into this screen (May 2018) and is a list of all unassigned
cases awaiting valuation. More information on this is provided in the latter section Stage 3 — Valuation of
Property.

Logs (added in May 2018) — opens a screen where you can search for all logs within MAGI via date and/or
Employee.

Actions — opens a screen where you can search for all actions sent within MAGI. An action can only be sent within

a case.

File Case Assessment Maintenance

Comparahles Reports | Admin

Unassigned Cases / Case Summary I

Mass Appraisal

Unassigned Valuations
Actions

My Case Stats My Assigned Cases (1) AS/400 Attachments L
AS/400 Exceptions r
Auditng =
PRO Updater |7

TIMS Log Yiewer

Type Cur. OH T CaselD Sub Type F Hame

moLrisors 1 o 1 |||fe AT i

Mass Appraisal

The Mass Appraisal tab is only available to persons with administrative permissions. This tab has functions
relating to revaluations and the ability to apply changes to assessment accounts en masse.

File Case Assessment Comparahles Maintenance Reports Admin | Mass Appraisal |
Configure Bar Code Reader
Survey Forms »
Analysis 3
My Case Stats My Assigned Cases (1) Imports / Updates »
Type CaselD SubType 7 Hame Addr Pdmiin v
worisors 1 o 41 || [ e 2 @ ININGE Analysis Reports E
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DEPARTMENT STATISTICS AND REPORTS

The Department produces, records and maintains numerous statistics and reports in relation to Maintenance of
the List work. MAGI has numerous stock reports, which are located in the Reports tab via Admin Reports.

Reporis | Admin __Mass Appraisal Help
Mol Case List

Admin Reports » | Cases on Hold By Tax Code
as i

[ Refrech | [ My Chesked Ot Gases | (I My Acive Cases |

Type cur. oM T Casell SubType ¥ Hame Address

My Rssigned Valuat
My Catendar ———————— | No Assigned Valuations Year End - Stamp Duty

VST Stats - Completed By Month
Proposals Served By Range

July, 2017

Sun Mon Tue Wed Thu Fii
% Ok 1 2 .

The Assistant Directors are responsible for updating the various Department reports for their respective areas of
Mol case work, which include:

Daily/Weekly

4+ Mol cases submitted by the VSTs each month can also be monitored on a daily and weekly basis via the VST
Stats — Completed by Month Report in MAGI. This report is a great resource for monitoring performance,
peaks/troughs etc. both individually per VST and as a section.

Monthly

4 The monthly report of Mol cases received, submitted by VSTs and outstanding at month end. This report is
presented to the staff by the Assistant Director — Revaluation during the monthly Department meetings.

+ The Performance Measures report in respect of the Mol casework turnaround times. This report is submitted
to the Permanent Secretary on a monthly basis and is also presented to staff by the Director during the
monthly Department meetings. Additionally, these measures for all the Department’s services are included
in the Approved Estimates of Revenue and Expenditure Book (the Budget Book) for each fiscal year.

Annually

4 The above monthly reports are reviewed and reconciled at year end to ensure the accuracy of the data
contained therein.

% The Mol Analysis report for each calendar year. This report compares the last two calendar years in respect
of cases received and case type, cases completed and number of proposals served and outstanding cases at
year end. Commentary is also provided in this report, which is presented to the staff by the Assistant Director
— Revaluation at the monthly Department meeting in January.

Stats Folder

All spreadsheet reports are located in the Stats folder on the “O” Network drive.
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MAGI — MY DASHBOARD TAB (formerly My Cases)

File Case ¢ i Reports Admin Mass Appraisal Help
My Dashboard
4 Refresn | | £ 1y Checked Out Cases | | My Active Cases
My Assigned Cases
Type Act. | Insp. | OM | Vain. | Tot. No Assigned Cases
Total
My Assigned Valuations
Weeks OIS FofCases No Assigned Valuations
[ 0-awesks [
@] 4-6wecks o
@ weeks o
Actions i
] 2 Legens | |l Went Cear Print
« May 2018 » | CaseID | Date Assigned | Subject A3 Legend ||| uenty ||| X (4] J
Sun Mon Tue Wed Thu Fri Sat B [] Assessments
@ W 1 2 3 4 5 s — &
6 7 &8 9 10 1 12 | 29May 2048 L
B M1 16 W BT [] Cases 40P
0 N 2 B AU B %
7 omlw 0 3 1 2 [] Gases- SD
3 4 5 6 1 8 9
o ~ [] Cases- nOT
Office In | Out [] Market Listings.
Check Out of Office [ Parceis
Employee In | Expected Retur Reason | Notes w :
Valuation Zones (2004
Arous, Kathy O {2008)
Baxter, Damien ] Planning Zones (2008)
Beane, Jennifer [ 20May, 2018 8:30:00 A1 Annual Lea... Due back Wednesday, 30th May ikipeess
Eliot, Diane Strests
e, Racel 51 Ao
Matthews, Pl e
Needhan, J % e
leedham, James [] Aerial 1981
Ratteray, Nina =
[ [] Aerial 1887
Map Scale: 1: 140131

When MAGI is opened, the home screen is the My Dashboard screen. This screen displays detailed information
about the cases assigned to you. The screen comprises the following main components:

My Case Stats

This provides a breakdown of the cases assigned to you. Broken down by case sub type, it displays the number of
your assigned cases by status (Active, Inspected, On Hold, Valuation), as well as the total number of cases per case
sub type.

My Assigned Cases

This provides a listing of all the cases assigned to you and displays basic information for each case, such as Case
ID, Sub Type, Name of Applicant, Address, Status, Priority, Date Assigned and the number of related cases.

¥
There is the ability to view the case ® |, zoom to the location on the map » or view related cases by clicking
the icons.

Outstanding Cases

This visual displays your assigned cases by weeks outstanding from date assigned. Green is 0-4 weeks, yellow is

4-6 weeks and red is 6+ weeks. Clicking the ® opens a table with the cases and you can open the case from
here also for more detailed information.
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MAGI - MY DASHBOARD TAB

My Assigned Valuations

This provides a listing of all the valuations assigned to you by case.
My Calendar
Currently displays a calendar with today’s date at the right hand side.

My Assigned Actions

This lists all the actions assigned to you.

Office In / Out Board

This lists all employees and shows if they are in or out of the office. If out of the office, the In / Out board will
state the reason for being out of the office, the expected return time and the cases checked out for inspection.

Mappin

The map shows the location of all cases assigned to you. The icons are colour coded by case type. You can pan

around and zoom in/out, as well as pop out the map via E]

Reports

There are two reports on the My Cases screen.

[@ hly Checked Out Cases ]

prints a detailed report of the assigned cases you have checked out for inspection.

’@ My Active Cazes ]

prints a report of all your assigned active cases.
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MAGI — CASE ADMIN TAB

The Case Admin menu is found in the Admin tab and selecting Unassigned Cases / Valuations / Case Summary
(updated May 2018) from the drop down menu.

File Case C i Reporis | Admin | Mass Appraisal Help
Unassigned Cases / Case Summary
My Cases
Unassigned Valuations
Acions [ et | 25 Wy Cretoout cases | (£ oy e Coees | (1 Ge)
e oy AS/H00 "
Type cur. om T Caseld  SubType 7 Name L= S Priority ¥ Assigned Related
MoLRisoss 1 o 1 ||[|@ @ Adiclting High 12 4un, 2016 -
PRO Updater
TIMS Log Viewer
File Case c i Reports  Admin  Mass Appraisal Help

Unassigned Cases / Valuations / Case Summary & Refresh | [ Ciose

Cases 38 Records

CoselD | SubType ¥ Address | Tax Code | Assign | Assigned ¥ Assigned To | Date Assigned ¥ Status | Priority ¥ Created | OnHold Until | Notes v A
® Resientinl 83 0 Acive  Nommal 12 Apr, 2010

@ Residential 83 [m] Active  Nommal 12 Apr, 2018

o Commercial 88 [m] Active  Normal 12 Apr,2018

@ Tourist L] (] Active  Normal 12 Apr,2018

Fd L7 [m] Active  Normal 09 Apr, 2018

@ ® ] rmal 12 Apr, 2018

il ® [m] 12 Apr, 2018

@ L7 O 12 Apr, 2018

i ) [} hctive  Nomal 09 Apr,2018 Y

Valuations 5 Records
CaselD ¥ SubType 7| Address 7| TaxCode 7| Assess# 7| Assign | AssignedTo ¥ DatePromoted 7| Situation Adde: ¥ Note: v,

el Residential 091204011 @ | Damien Baxter 30052018

@ Residential 125119618 8 | Kathyaow 3082018

@ Residential 125119615 & | Kathy Aouzi 300052018

- Residential 125121016 8 | Kathy Arouzi 300052018

@ Residential 125132514 8 | rathy Aowzi 300512018

Open By Employee Open By Type —————————————

Employes Count Type Count
©| wnassignea 2 B/ woLco 1
D/ unassignea i3 B woLeng F
D) warouzi 15 ©| soveon .
D mosane 1 B so-conow) 1
D gpater 13 D sopren 2
D] pmattheus f B sDease '
D) pmathens 2 B notcon E
D) dsliot I P 2
D e msoy 2

The Case Admin menu is a complete overview of all live cases for the Department (Maintenance of the List and
Appraisal cases). As a manager, this page should be looked at frequently throughout the day.

The Case Admin screen contains the following sections:

Unassigned Cases — all unassigned cases are listed here

Unassigned Valuations — all unassigned assessments for valuation are listed here

Open By Employee — all live cases by employee are grouped together

Open By Type — all live cases by type are grouped together

Outstanding Cases — all live cases for both Maintenance of the List and Appraisal are visually displayed by
weeks outstanding (traffic light system) (still to be deployed)

FEEEE
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MAGI — CASE ADMIN TAB

Unassigned Cases

This table shows all the unassigned live cases within the Department. Cases can be opened by selecting
table is where a manager will review and assign cases.

Unassigned Valuations

This table shows all the unassigned Mol cases awaiting valuation by individual assessment number and address.

The assessment can be assigned via & or the case itself can be opened by clicking | ® .

Open By Employee

This table shows all live cases by employee, including Unassigned cases, and provides a count of the total number

of cases for that employee. The cases for an employee can be viewed by selecting & . Pertinent information
about the cases are shown in the pop out box.

Fill Case A Ci bl Mai Reports Admin  Mass Appraisal

Unassigned Cases / Valuations / Case Summary

Unassigned Cases 39 Records

CaselD | SubType ¥ Address 7| TaxCode 7| Assign Assigned | Assigned To 7 Date Assigned ¥ Status ¥ | Priority ¥ Created V| On Hold Until 7| Notes
o« & Unassigned U... 25/07/2017 Active Normal 23 Mar, 2017 Unknown - Proactive case Test for inspection log.
o [ =] UnassignedUn... 26/07/2017 Active Normal 23 Mar, 2017 Unknown - Proactive case Testfor inspection log.
o a O Active Normal 12 Apr, 2018
F & [} Active Mormal 12 Apr, 2018
- k & | [} Active Normal 12 Apr, 2018
a -] ], Active  Normal 12 Apr, 2018
|
o
o Open Cases by Employee (djbaxter)
13 Records B Cose
No Records CaselD  SubType ¥ Status ¥ Name ¥ Address T TaxCode ¥ Priority ¥ Assigned 7| Assigned On Checked Out Date
CaselD ¥ SubType ¥ Address | Tax Coc | ®* Residential  Normal DB 28Feb. 2018 |
d Residential  Normal DB 10 May, 2018
- Residential Normal De
L Residential Nermal be
o Residential  Normal DB
a Commercial  Normal DB
a Residential  High DB
o Residential Normal pe
e Residential  Normal DB
a Residential  Normal DB
o Residential  Normal DB
L Residential Normal De
@ Residentisl  Normal DB |
~OpenByEmployee — . _Open By Type
Employee Count Type .
& unassigned 2 2| MoL-cc 9
L | unassigned 16 | MOL-Eng 49
D warouzi 15 B} so-voon 4
L) imbeans 14 B! so-coniiow) 1
B djbaxter 13 B =0-Prob 2
| pmatthews 8 )| SD-Lease 1
| noT-Con 20
0} noTvD 2
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MAGI — CASE ADMIN TAB

Open By Type

This table shows all live cases by case type, including Unassigned cases, and provides a count of the total number

of cases by type. The cases by type can be viewed by selecting £ Pertinent information about the cases is
shown in the pop out box.

Case Reports Admin  Mass Appraisal

Case Admin

Unassigned Cases | Valuations / Case Summary

Unassigned Cases 39 Records

CaselD | SubType 7 Address ¥ TaxCode 7| Assign | Assigned 7| Assigned To ¥ Date Assigned ¥ Status 7 Priority 7| Created T On Hold Until 7| Notes
& Unassigned U... 26/07/2017 Active  Normal 23 Mar, 2017 Unknown - Proactive case Test for inspection log.
<] Unassigned Un... 2510712017 Active  Normal 23 Mar, 2017 Unknown - Praactive case Testforinspection log.
-] O Active  Normal 12 Apr, 2018
& O Active  Normal 12 Apr, 2018

Commercial 8 0O Active  Normal 12 Apr, 2018
ourist 8 [} Active  Normal 12 Apr, 2018

esident

Resident
Open Cases by Type (MOL-Eng)

49 Records Save Gid as Excel | ] Close

Resident

Unassigned Valuations No Records CaselD  SubType 7| Status ¥ Name T Address 7 TaxCode | Priority 7| Assigned ¥ Assigned On Checked Out Date a
CaselD ¥ SubType ¥ Address W Tax Cot [ & Unknown Normal DE 21 Nov. 2017 R
o Residential  Normal JB 27 Feb, 2018
o Residentizl  Normal DB 28 Feb, 2018
a Residentizl  Normal JB 15 Mar, 2018
a Normal KA
o Normal KA
) Normal KA
o Normal KA
a Normal KA o 018
o Normal JB 07 May, 2018
o« Normal JB 07 May, 2018
o Normal JB
@ Hormal — JB F
~Open By Employee — Open By Type -~ e =) v
Employee Count Type :
D unassigned 2 ®| moLco 9
% unassigned 16 £ MOL-Eng 49
P xarouz 15 % so-vcon 4
D imbeane 14 % so-coniow) 1
D digaxter 13 1$| so-Pron 2
-p' pmatthews 8 | sD-Lease 1
| noT-Con 20
$| norv ;;

Outstanding Cases

Similar to the My Dashboard screen, these two tables visually depict all live cases for both Maintenance of the List
and Appraisal sections by weeks outstanding from date received. (still to be deployed)
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MAGI — CASE AND ASSESSMENT SEARCHES

Case Search
There two ways that you can search for a Mol case in MAGI.

Jump To

To open a Mol case where the case ID is known, click Case tab and select Jump To from the drop down menu.
Type in the Case ID number and select GO or hit Enter on your pc. MAGI will open the selected case.

File Case Assessment Comparables

. My Cases :
My Cazes Case Caze Admin
| gF  HNew
=
Push Current In ';I Search

Aszsessment ¥

; GO
Parish Paget
Blda Permit # | Address

Case Search

The Case Search screen is found in the Case tab and selecting Search from the drop down menu. This screen is

used to search for cases in MAGI.

Case Assessment Comparables Maintenance Reports Admin  Mass Appraisal
3. My Cases
g8 New
L Search
My Case Stats Jump To * |assigned Cases (1)
Type Cur. OH T Case ID Sub Type ¥ Hame Address F Statue 7 Priority W Assigned Related
MOL-R15 OB 1 o1 o 2. Active High 02 Jun, 2016 -
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MAGI — CASE AND ASSESSMENT SEARCHES

Case Search Screen

File

c i Reports  Admin  Mass Appraisal

Case search l Case Admin

Case Search

Report | | i) Search
L3

Help

@ cear | [ Cose|

Case Type Maintenance OfList

Case SubType

+| casem

| status v

i Bl | 2200 |
Property Type || Earcets L
s ot TexCode 5
i ]
soorens ]
Sit. Address |
G 5
Retersncede [ | Proy B
Tansteror/ | ] sransreres ]

Compieted Date

Date Received |[]01 ay, 2018 v| To

Proposal Date

Notes

Map Features Included in Search

No Map Features Currently Included in Search

& Sect i Features

94 Records

(8] A0 Log o Cases Shown | [ Save Gri ss Excel

\ Legend | M Wenty | |3 Clar | (% Print Hap

[] Assessments
[] Gases - MoL

[] Cases - APP

[] Cases - SD

[] Gases - NOT

[] Market Listings:

[] Parcels

] Parcel Numbers

[] Valuation Zones (2004)
[] Planning Zones (2008)

Addresses

SRI Acrials
[] Aerial 1873
[] Acrial 1981

[Map Scale: 1: 2500 |

CaselD | Case Type

¥ SubTyp 7 Status 7| Name

Maintenance Of List

MOL-Eng _Inspected

Waintenance Of List
Waintenance Of List

Waintenance Of List

CRCRC)

Maintenance Of List

taintenance Of List
Maintenance Of List
Maintenance Of List

Maintenance OF List

Maintenance OF List
Wisintenance Of List
Maintenance Of List
Maintenance Of List
Maintenance OfList

Waintenance Of List

Maintenance Of List

MOLEnq  Compld.
MOLEnq  Active
MOLEnq  Active
MOLCC  Cancelied
MOLCC  Cancelled
MOLCC  Cancelled
MOLEnq  Comple
MOLEng  Comple
MOLEnq Inspected
MOLEnq  Comple.
MOLENQ  Active
MOLENG  Active
MOLEng  Compld.
MOLEnq  Active

MOLEnq  Inspected

7 sit. Address.

| Postal Co | Tax Code ¥ Group

7| Received Completed | Proposal Da | Assigned To | Checked Out Date.

Contact Nam | Con A

Residential

09 May, 2018 08

Residential
Residential
Residential
Residentisl

Residential

Residential
Residential
Residential
Residentisl
Residential
Residential
Residential
Residentisl

Residential

Commercial Airport

01Ny 2016 18May, 2018 16May, 2018 KA
09 My, 2016 i
28 My, 2018 UNASSIGN
14May, 2018 14 May, 2018 o8
14May, 2018 14 May, 2018 3
03Ny, 2018 03 May, 2018 3

07May, 2013 23May, 2018 23May, 2018 DB
02M4ay, 2018 10 May, 2018 KA
02 t4ay, 2015 55

O7May, 2018 23Msy, 2018 23May,2018 DB

28 ay, 2018 Unassion
02 iay, 2018 "
09May, 2018 28May, 2018 25May,2018 DB
2918y, 2018 Unassian
02 May, 2018 ®

To search for a Mol case, select Maintenance Of List in the drop down menu for Case Type.

Case

Case Search

Assessment

Comparables

Maintenance

Reports  Admin

Mass Appraisal

My Cases

~Search Criteria
Case Type

Case SubType
Assigned
Property Type
Bldg Permit #

Hame

Case Search

Appraizal

Appraizal - Stamp Duty
Maintenance OFf List
Motice Of Transfer

= | Case D
Status
Assessment #
Parcel #

Tax Code

By [[Ti]&m @ &

O == Assessments -
[ == Market Liztings
£ Cases

[0 == Appraisal

[0 == Mairtenance al
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MAGI — CASE AND ASSESSMENT SEARCHES

Search Criteria

To further refine the search, enter the search criteria in the specific search fields, and click .

The search results for the selected search criteria will display in the search results grid at the bottom of the screen.

Cases - MOL

You can also search for Mol cases via the map by first selecting on the map. Next click

S Select Map Features in the Search Criteria, which will prompt you to draw a rectangle around the cases you

wish to search. Once this is done on the map, the selected cases will appear in red in the Search Criteria.

File Case C i Reports  Admin Mass Appraisal Help

My Dashboard Case Search | Case Admin

Case Search & Report | | © Search | @) ciear | [ Close

CaseType |Mamtenance Of List | casem [ 1 || A2 esena | | ety | X cear
| stats v
Case subType B
Assigned o Assessmems |
e Cases-MOL
pery e [] Gases - APP
Bldg Permit # Tax Code v e
ases -
Name T =
Address | [] Gases -NeT
Sit. Address ] [] Market Listings
Group I Z [] Parces
Referencelo. [ | priority Z] ] Parcel Numbers
g Valuation Zones (2004
i [ | Transteree. ] O (2004)
bate Recemved [E101 iay, 2018 | To [[130 112y, 2078 = -] Plannng Zones (2000)
Completed bate|[]20 ] To [Js0wey, 2018 + =
Proposal Date 130 ] 7o [Tstway.2018 v
Notes [ ] ESRI Acrials
P in Search [] Aeria 1973
24 Moy Featureto] Tkt |[E) Remove Selected Hap Features B
The Following Cases are included in the search criteria: 5
1996.4174.400.5957, K05 7408 AR, 9015 431475 ATT0S 1674946209 4679207288749 ¥
94 Records [E7Add Logto Cases Shown | [ Save Grid as Exeel [Map Scale: 1: 2500 |

| |Caseid | CaseType 7| SubTyp 7| Status 7| Name 7| Sit. Address | Civi | re i x rouy 7| Received | Completed 7| Proposal Da 7 | Assigned To | Checked Out Date | Contact Nam | Con A

09 May, 2018 o8
01 May, 2018 19May, 2018 16May, 2018 KA

Maintenance Of List

List

. | search . . .
Next click to display the search results in the bottom results grid.

Note, you can also use * for wildcard searches in the search fields e.g. * admiral* in the Address search criteria
field, will return all addresses that have the word “admiral” in it.

Search Results

The search results are displayed in the data grid in the lower part of the screen. The search results can be further

refined by using the filters ¥ in the various search result columns. Individual Mol cases can be opened, by

clicking “® . Additionally, you can zoom to the property location on the map, by clicking &,

[ Save Grid as Excel ]

The case search results can also be saved as an Excel spreadsheet, by clicking . To clear the

. . . 0] Clear
search criteria, click .
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MAGI — CASE AND ASSESSMENT SEARCHES

Add Log to Cases Shown

MAGI has the ability to save logs against a case or an individual assessment number. Logs are a record of an event,
document, correspondence etc. and include items such as Counter Enquiry, Email, Letter, Maps/Lot Plans,
Meeting, News Articles, Phone Call etc. Ensure that you are familiarized with the numerous log types. Also note
that MAGI automatically creates some logs as part of its audit trail functions e.g. Case Action Signed Off, Case
Created, Inspection Promoted to Valuation, Provisional Assessment Created, Status Changes, Valuation Demoted.

[E] Add Log to Cases Shown

You can also add the same log to multiple cases at the same time by clicking (located

above the search results).

Select the log type from the Type drop down menu and type a brief description of the log in the mandatory Notes

Browese ...
field. If required, add the attachment by clicking . There is no need to add a File Description or

L1 5
Keywords. Click . This will add the Log and attachment to all the cases shown in the search results.

Assessment Search

There two ways that you can search for an assessment in MAGI.

Jump To

To open an assessment where the assessment number is known, click Assessment tab and select Jump To from
the drop down menu. Type in the assessment number and select GO or hit Enter on your pc. MAGI will open
the selected assessment.

T ——
File Case Assessment Comparahles Maintenance Reports Admin Mass Appraisal
L Search
[ o 0 [
Tribunal Meetings GO
My Case Stats Assessment Comparahble Search

Assessment Search

The Assessment Search screen is found in the Assessment tab and selecting Search from the drop down menu.
This screen is used to search for assessment in MAGI.
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MAGI — CASE AND ASSESSMENT SEARCHES

File Case Assessment Comparables Maintenance HReports Admin Mass Appraisal
L) Search
Jump To 3

Tribunal Meetings

Assessment Comparable Search
Tl

rMy Case Stats

Assessment Search Screen

File Case < Reports Admin Mass Appraisal Help
)
Assessment Search & Report | | Search | (X Clear | B Close
Search Criteria
"/ Logend | | wentity | |5 Clear | | Printhap 2

Address [ J

w ] ] Assessments
status. | Taxpayer Name [ ] Cases -MoL
Tax Code | Val. Group. < [ Cases -APP
sroue vimogpemus| ] ||| cmes-sn
ARY Minimum ARV Max W
Property Desc v
Zone win o M - o

[] Parce Numbers |
TRA Min Max =
- - ] Gt 2n 208)|
uded in Search [] Ptanning Zones (2008)
No Map Features Currently Included in Search dF  Select Map Features. [7] Addresses.
Map Scale: 1 193396

Record Count : 0 CES] CEEE " Grdos Breel

Search Criteria

- o - ) . | search

Similar to the Case Search, enter the search criteria in the specific search fields, and click . Remember,
you can use * for wildcard searches in the search fields. The search results for the selected search criteria will
display in the search results grid at the bottom of the screen. You can also search for assessments via the map by

. . | Assessments . Select Map Features | L .
first selecting on the map. Next click i in the search criteria. This
will prompt you to draw a rectangle around the assessments that you wish to search on the map. The assessment

. . . o . |5y search . .
numbers will appear in red in the search criteria. Click to display the search results in the bottom

results grid.

Assessment  Comparables _ Maintenance Reporls _Admin _Mass Appraisal

Assessment Search

\2 Loge | 8 oty | 3¢ Conr | 5 et

&

H
EEmEm |
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MAGI — CASE AND ASSESSMENT SEARCHES

Search Results

The search results are displayed in the data grid in the lower part of the screen. The records contain different
background colours based on their assessment status. By default, the background of a record is , meaning

Aictive Inactive When

that the status of the assessment is . If the background colour is red, the assessment is

Provvizional

the background colour is , the status of the assessment is i.e. a new created assessment number

against an active Mol case that has not yet been completed.

The search results can be further refined by using the filters ™ in the various search result columns. Individual

assessments can be opened, by clicking ® . Additionally, you can zoom to the property location on the map, by
clicking 2

Save Grid as Excel

The assessment search results can also be saved as an Excel spreadsheet, by clicking [ . Toclear

. . . 0] Clear
the search criteria, click .

Add Shown Assessments to Group

Groups are used to identify associated assessments together, such as assessments in a condominium
development, an office building, having the same exemption classification etc. Adding Groups to assessment
makes searching for related assessments easier.

[@ Add Shown Azsesments to Group

You can add a Group to the assessments in the search results by clicking . Select

o L S ave L.
the group from the drop down menu, click = and then click . This will add the selected Group to the
assessments shown in the search results.

#5elect Group(s) o

1 - ©

add

Group Hame
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MAGI — CASE AND ASSESSMENT SEARCHES

Add Log to Assessments Shown

Similar to the Case Search, you can add a Log and accompanying attachments to the assessments shown in the

L [@ Acd Log to Assessments Shu:uwn]
search results by clicking .

Select the log type from the Type drop down menu and type a brief description of the log in the mandatory Notes

Browse ...
field. If required, add the attachment by clicking . There is no need to add a File Description or

=
Keywords. Click T2 1. This will add the Log and attachment to the assessments shown in the search results.
Create New Log Entry o D '
| Save ‘ ’@ Cancel ‘
~Details
Created By  dellott Type = [Emai -|

Created On =Pevy=

~Hotes .

. @ |
Email from Tax Commizzioner re; date on proposal letter -

]
_ Attachment -t
o
File Description i
Keywords I

File Hame li?l:'l.I.ZflE..Temp.'l.iiﬁl.uarwg,-'.p:uch.c Browse .. F
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MAGI — DETAILS FOR ASSESSMENT SCREEN

Each assessment, whether its status is Active, Provisional or Inactive, has a Details for Assessment screen.

18] MAGI 2017
File ase Assessment Comparables Maintenance Reports Admin Mass Appraisal
. Push Current info to OTC/TIMS Details for Assessment -
- Details -
A dERaenE Address Tax Payer t Drawing Pensioner Exempt
Name Yes No
Parish L View Drawing
= Addr
Bldg Permit# | | Address anary Tax Payer Exempt
soeas — 3lenans [ 3|15 . asoonacment —) [ ve o
Status | Active v Situation Addr, _ 4 View AS/H00 Unit Exempt
ARV §171,000 Property Desc | House o [ Yes
General r Cases /Valuatmn r Valuation History r Parcels r Remarks r Log r Attachments ]
| Area | Factor | AdjArea | = | Area | Factor | AdjArea | Previous Current
Floor tzl | Pre. Cur | Pre Cur | Pre Cur | A“C'"aﬂf tal I Pre Cur ] Pre.  Cur I Pre. Cur ]
5L, GUEST APARTMENT 68 68 100 1.00 L) 68 COVERED PATIO 7 27,025 0.25 iE: T Tax Code: Residential Residential
SL+1, LIVING ACCOMODA 332 332 1000 100 332 332 COVERED WERANDAH &7 BT: 025 D25 14 14 Val Group: House House
EXTERNAL LAUNDRY o 0 025 0256 o V]
EXTERMNAL STORE 31 31 025 035 8 8 val Code: H H
G E 34 34 033 033 1" 1 Zone: 160 180
£ 107 07 GAT DT 18 8
POOL HOUSE 4 4: 089 099 4 4 TRA: 463 453
FOR 0 0
ORCH & B 025 028 1 1 Price SQM: 5258 5234
Base ARV: §164,828 §136,122
Adjusted %:  [Hi| 5% @ 50,
Amenity %: 20 % 20%
Net %a: 25% 25 %)
Adj. ARV: §206,035 §170,153
Totals : 400 400 400 400 || Totals: 265 265 63 & Others Tofak | sof | | ¥
A . 4 Percentay Oth 0 | ‘Count | Rate | Value | Others Adj%: @l 0% ’_‘
menlty t , Pre Cur er I } ] Pre Cur I Pre Cur. ] Pre Cur ] e ,_ $0
calcARv: | sa06038) | [ s170 153|
AIR CONDITION 0 ¢ Round ARV: |  s204000) | | s171,000]
BEACH ADJACENT 5 5
SWIMMING POOL 15 15 FinalARV: | sao000| [ s474,000]
VIEW o 0
Override e v
Totals : 20 20 Totals @ 0 0 0 0

This screen contains all the information associated with that particular assessment that is in MAGI. Upon selection
of an assessment, the Details for Assessment screen is opened, containing the detailed assessment information.

Clicking allows certain fields in the screen to be edited (fields change from grey to white) without
creating a Mol case e.g. address and situation address.

Details

4+ Thisis the top section of the screen and contains basic information about the assessment, such as the address,
status, ARV, taxpayer information etc.
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MAGI — DETAILS FOR ASSESSMENT SCREEN

Information Tabs

There are eight individual tabs in the Details for Assessment screen. When initially opened, the screen

automatically defaults to the Valuation tab.
Valuation Tab

The Valuation tab is the default tab when opening an assessment account. This tab contains information about
the Current and Previous ARV Valuations, in addition to the floor, ancillary, amenity and other details included in
the ARV valuation.

zeneral r Cases Yalugtion History r Parcels rRemarks r Log rAﬂachmarﬂs I

| Area 1 __ Factor | Adj Area = | area | Factor | AdjArea Previous Current
Floor (2) | Pre  Cur ] Pre  Cur ] Pre  Cur Anc'"w (8) [ Pre Cur ‘ Pre  Cur | Pre  Cur
SL, GUEST APARTMENT 68 68 100 100 68 63 - COVERED PATIO 27 27 025 025 T Tl a
SL+1, LWING ACCOMODAT 332 3320 100 1.00 332 332 COVERED VERAMDAH a7 57 025 025 14 14 = = -
R EHTERNAL LALNDRY 00 02 02 0 0 Lt Pode N o) Reriotine
EXTERMAL STORE b k=i 025 025 g g Val Group: House House
GARAGE 34 34 033 033 1 11 Val Code: H H
PATIO 107 107 017 047 18. 18:
POGL HOUSE 4 4 099 nem 4 4 Zonie: 160 160
PORCH 5 L 1 1
TRA: 463 483
Price SOM: $356 $294
Base ARW: $164,828 $136,122
Adjusted %:  [3] 5% 5%
Amenity %o 20 % 20 %
Het % 25% 25 %
Adj. ARV: $206,035 $170,153
Totals : 400 400 a0 400 Totals : 285 285 8 &3 Ll LAl 30 50
- - Others Adj %[5 0% E 0%
A ity (4 Percentage oth o) [ Count | Rate Value 4 B - i -
menity {4) Pre Cur er () ‘ Pre cur | Pre cur Pre Othare Het: $0 $0
AIR. CORDITION o {| HEPN -
BEACH ADJACENT s 5 Calc ARY: $206,035 $170,153
SIMMING POCL 15 15 Round ARV: $204,000 F171,000
YIB! a 1]
Final ARW: $204,000 $171,000
Ouerride
Totals : 20 20 Totals : 0 0 0
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MAGI — DETAILS FOR ASSESSMENT SCREEN

General Tab

The General tab contains information about the locational grid references, structure and associated groups for
the assessment.

File Case Assessment Comparables Maintenance Reports Admin Mass Appraisal

Ay Dashboard I Case Search

Push Current Info to OTC/THS Details for Assessmen'{ NN

-~ Details

Assessment# Tax Payer A 1t Drawing Pensioner Exempt
) Hame Yes No
Parish 1 < - View Drawing
o Addr
Bidg Permit # ‘ | Address Primary Tax Payer Exempt

Unit Exempt
Property Desc | House ~ [ Yes No

“General|| Cases | Valuation | Valuation History | Parcels | Remarks | Log | Atachments |

ARV | $171,000|

Assessment Grid References T Legend | | identity X i Q Print Map n
There are 3 options for assigning a grid reference to a case. X A
1. By XY of Primary Address ¥ D Assessments
2. By Selecting Point on Map =
e . o 2 zoom [] Gases - MOL
. 1 i ight
y Entering Grid Ref on Rig [ | Cases AP
Structure Cases - S0
. T ooal L
Year Built Year Modernised 199&! Designated Condo [] [ | Cases-NOT
D Market Listings
~Groups
& Dundonald St [] Parceis
[] Parcel Numbers
Group Name |:| Valuation Zones (2004)

D Planning Zones (2008)
Addresses

Streels
[] ESRI Aerials

[] Aerial 1973

[] Aerial 1981

[] Aerial 1897

Cases Tab

The Cases tab contains all cases that are associated with the assessment. The cases are listed in ascending Case

ID number order. Each case can be opened, but clicking o«

Generall)'

Cases rVMLﬂliUn r‘v'ﬂluatmn History r Parcels rRemﬂrks r Log r.i\t‘lac,hments i

& Records
Case ID Case Type “F | Status *F | Taxpayer MName Assigned To | Created | Completed T

A Immigration Completed CF 01 Apr, 2008 30 Jul, 1997

a Conveyance Completed UMNASSIGMED 04 May, 1938 01 Jan, 1800

Ao Completion Certificate Completed JK A7 Jul, 1988 30 Oct, 19

an Conveyance Completed UMASSIGNED 01 Jan, 1300

A Completion Certificate Completed JB 23 Jul, 2008

£ Section 68 Request Cancelled JB

a Check/iRemove Section 83 Completed JB 23 Mov, 2009

L Completion Certificate Cancelled JB 12 MNaow,
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MAGI — DETAILS FOR ASSESSMENT SCREEN

Valuation History Tab

The Valuation History tab contains information about previous ARV valuations, including the last entry in the
Valuation Lists from 2004. The previous valuation are listed by the date of valuation descending. Each valuation

can be opened, but clicking - , which opens up the Valuation Viewer.

General r Cases rVﬂIuﬁtion/QValuation Historyér Parcels rRemﬂrks r Log rAﬂachments I

5 Records
| Case ID Valued By | Val Date | Effective Date Status Tax Code Val Type Val Code Zone ARV
| ; .OB Jan, 2016 g - Complete : Residential House i H . 160 . §204,000
15 Jan, 2010 Complete Residential House H 160 £222,000
Diane Elliott 13 MNov, 2008 10 Jun, 2009 Active Residential House H 160 $222,000
Diane Elliott 09 Jun, 2008 01 Jan, 2008 Complete Residential House H 50
Unassigned Unassigned Complete Residential House H 160 $216,000

Parcels Tab

The Parcels tab contains the parcel number associated with the assessment and the lot size, if recorded.

/General ]/ Cases I/'-."aluaticun r‘-.’aluatinn Histnr&%"

1 Record

ParcelNumber % LotSize T

"\,_.: - 0.00 acres

The lot size for the parcel can be added here. The Parcel Editor is opened by clicking \f, the lot size (acres or

__E]/F‘.emarks I/ Log I/.i‘-.ttau:hmentsl

5
hectares) is added and the information saved, by clicking .

Parcel Editor =]
[ Save] [@ Canicel ]

Parcel Info
Parcel # -
LotSize 0

hectares
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MAGI — DETAILS FOR ASSESSMENT SCREEN

Remarks Tab

The Remarks tab currently contains information, such as Portacad drawing file names and other details, which
was migrated from the previous I.T. database. Additional notes/comments/information in reference to the
assessment can be added to the Remarks tab.

General r Cases r\.fa\uatinn r\fﬂluatinn Histary r Parcels}é\fgm

r Log rAttachmentsl

0180T28A GOOD LOCATION RENOWATED (QUALITY FINISH).LIMITED VIEWS NEAR GOLF DRIVING RANGE.

Log Tab
The Log tab contains a log of activity of changes and attachments to the assessment. The logs are listed by date

of creation from most recent to oldest. To open the log, click ® or the attachment, click B .

General r Cases r\r‘aluatmn r “aluation History r Parcels rRemarks/ Log rAﬂachmams i

T4 Records add
Case ID Created W Log Type F Created By “F Hotes it

m X 15 Oct, 2016 1:28:42 PM 0ld Survey Plan delliott 0Old manual survey, Portacad drwg - 1998 ﬂ |
o X 28 Sep, 2016 10:44:41 AM Cldd Survey Plan klarouzi Portacad 1995 ﬂ 3
a X 30 Mar, 2010 1:05:21 Phi Etrail jmbeane Another emall correcting the dates ﬂ |—
a8 X 30 Mar, 2010 1:02: 49 Pk Ermnail jnbeans ﬂ

as X 23 Mov, 2009 4:47:54 Phd Tribunal Decizion cTarrony

Qs X 13 Mo, 2009 222317 PM Stetus Changed chelliott Caze status changed to Tribunal

a X 13 Mov, 2009 202514 Phi Site Sketch clellictt Site sketch ﬂ

a8 X 13 Mo, 2009 2222058 Ph Proposal Letter chelliott Site shetch ﬂ

as X 12 Mov, 2009 3:55:01 Pk Caze Action Signed Off Jmbeane Case Action: 409 Subject: Valustion demoted to inspection signed off, 12 M.

as X 12 Mov, 2009 212:53 PM Status Changed chelliott Case status changed to Canceled

as X 12 Mov, 2009 212021 P Waluation Dematedd delliott “aluation demoted to inspection

as X 12 Mo, 2009 12:41:45 P Status Changed jmbeans Case status changed to YWaluation

a X 12 Mov, 2009 12:41:41 Pl Inspection Pramoted to Yalustion Imbeane

as X 12 Mo, 2009 12:41:30 Ph Status Changed jmbeans

as X 12 Moy, 2009 1:2:41:20 Phi Inspection Pramoted to Yaluation jmbeane

a8 X 12 Mov, 2009 3:18:08 A Status Changed jmbeans Case status changed to Inspected

a X 12 Mo, 2009 9017:40 AM Inzpection Photo Imbeane ﬂ

a X 12 Mo, 2003 317:31 A Inspection Photo jmbeans ﬂ

as >( 12 Mav, 2009 217:11 AW Inspection Photo Jmbeane ﬂ Fid
! !
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MAGI — DETAILS FOR ASSESSMENT SCREEN

Attachments Log

The Attachments log tab does not contain any information. It is a redundant tab as all attachments to the
assessment are located in the Log tab. This tab will be repurposed as part of the next phase of MAGI upgrades.

1

General r Cases r\/aluamn r Yaluation History r Parcels rRemarks r Log /At(

No Records
Created *F Created By W Hame W Type W Description

 KeyWords W
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MAINTAINING THE VALUATION LIST

Performance Measure

The Department is committed to amending the Valuation List for all changes within 20 working days of receiving
notification of a change to a property. The target outcome of achievement is included in the Budget Book and
can vary from 100% achievement rate, as required e.g. due to staff vacancies, revaluation project etc.

Make sure to review the current Budget Book for the target outcome for the existing fiscal year.

The Process

As existing properties are altered, new properties built or others demolished, the Department has to make
modifications to the Annual Rental Values (ARVs) in the Valuation List to reflect these changes.

A property inspection is usually the result of three (3) triggers:

4+ receipt of a Certificate of Completion and Occupancy (Completion Certificate) from the Department of
Planning

%+ notification to the Department of property changes by members of the public

%+ the creation of cases internally by the Department

It should be noted that Planning Department was historically our main “feeder” Department as 75% of the
Department’s Maintenance of the List (MoL) work was triggered by receipt of the Completion Certificates.
However, since Fall 2017 this has changed (for a myriad of reasons — see Concluding Remarks section for more
details) and during the first quarter of 2018, 50% of the Department’s Mol case work is the due to the receipt of
a Completion Certificate from Planning.

Our two Departments continue to work closely together and since Summer 2017, we have quarterly meetings to
discuss related matters.

The process for amending the Valuation List is in the following stages, which will each be looked at in detail:

Stage 1 — Case creation and notification to taxpayer of impending inspection
Stage 2 — Survey of the property

Stage 3 — Valuation of the property based on the works undertaken

Stage 4 — Proposal letter notifying the taxpayer of the changes to the property

Stage 5 — Objection period
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STAGE 1 — CASE CREATION AND TAXPAYER NOTIFICATION

Completion Certificates

As previously mentioned, half of the Mol cases are created in the MAGI database as the result of receipt a
Completion Certificate from the Planning Department.

The Certificate contains the following pertinent information:

*

- =+ = +

Building Permit number e.g_ indicates that this is the - permit granting building approval in the
vear [ EEEEE

Address of the property (every permit should ideally have an address on it, even new builds)

Name of the Applicant (this may not necessarily be the property owner and could be the agent, architect etc.)
The Purpose is a description of the building works, with any revisions to the permit included.

The Remarks indicates if all the works described in the Purpose are complete, or partial completion

Issue Date is the date the works are completed and is normally used as the effective date for taxation purposes
(unless a different effective date is determined)

Example of a Completion Certificate
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L

RECEIVER|
e )

Government of Bermuda = o vaL u&TE?N
Department of Planning |  OEPARTMEN

Certificate of Completion and Occupancy

Pursuant to the Building Act 1988 and the Bermuda Buiidlng;:nde 2014, Part 1,
Section A-106.4, the Director of Planning hereby issues this cerlificate to

for the building operations described, which insofar as inspections carried out can
ensure, have been satisfactorily completed in accordance with the requirements of the
Bermuda Building Code 2014, incorporating the IBC Cede (IBC 2012 Edition).

Type of Construction: Use Group;

Purpose: Proposed Demolition of Existing Shed to Create Garage (Enlargement_
of Structure), Extend Driveway to Suit Garage Opening, and New
Planting. (Listed Building) *Revision Adjust Height of Floor Joists and
Roof to Suit 8' Height Garage Door.

Remarks: PROJECT COMPLETE

Meter#: —

Building Permit Na:-ucmi:m:

PLEASE READ THE FOLLOWING CAREFULLY:

This certificate is issued without prejudice to any action required to ensure that any

planning conditions relating to this development in accordance with any planning

permission granted under the Development and Planning Act 1974 is fulfilled. No

g&;ngle of usa or accupancy may be made without the written approval of the Building
cial.

Approval given by this certificate is for the purpeses of the Building Act 1888 only and

does not avoid the necessity of obtaining any other necessary approval required under
other legislation before the ocupancy and use can take place,

.
June 26, 2017 % A it}
Issue Date Buildingﬂwiﬁ}

STAGE 1 — CASE CREATION AND TAXPAYER NOTIFICATION

Case Creation — Completion Certificates

All MoL cases need to be created in MAGI. Completion Certificates are normally emailed to the
Clerk/Receptionist, as well as the two Assistant Directors by the Permits Processor in the Planning Department.

The Clerk/Receptionist creates the cases in MAGI, by selecting 9 New in the Case drop down menu.

Help

C i Reports  Admin Mass Appraisal

[ Retesi | [E5 1y checkea 0w cases | [ y active cases |

Assigned C:

Casell _SubType V. Address 7 Status 7 Priority 7 Assigned Related

MOLRISOBS 1 01 ey | Active. High 02 Jun, 2015 -

This opens the Case New screen.
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a: i e
My Dashboard Case New

New Case Save [d) Cancel
Case Details arcels
Case Type * aintenance Of List =
o Wairarcs Of st ()
Case SubType * - i new e
Created By (geliott Reccierd )~ Asscsst Status Address Related | Completed

Tax Code v

{ADDH&!M Name | ]

P
[

-
e

O 2 8y sel P
O 3. By Entering Grid Ref on Right

& Attachment | (R

\2 Legend | | Wentity | |3 Clear | |3 print Map *

] Valuation Zones (2004)

] Pranning Zones (2008)

deliott logged on @ 30 May, 20188:41:18 AW | s-000

The following must now be completed:

Select Case Type “Maintenance of List” and Case Sub Type “Completion Certificate” (* required fields)
Select the date the Completion Certificate was received via the calendar (* required field)
Select the correct or primary Tax Code (Residential, Commercial or Tourist)

- F & &

Input the Applicant’s Name (* required field) and Building Permit number in their respective fields

STAGE 1 — CASE CREATION AND TAXPAYER NOTIFICATION

4+ Input the Purpose and Remarks in the Notes field and any other pertinent information (* required field)

4 Attach the Completion Certificate via the button

# Attach the correct assessment numbers for existing valuation units (this can be done by entering the

assessment numbers or via the = button, which opens the Assessment Search

4 Attach the correct parcel number and grid reference number (* required field). MAGI automatically does this
if there are existing assessment numbers.

When the new case is Saved , MAGI automatically:

assigns a Case ID number to the case
records the name of the person who created the case

+*

+

#+ records the Status as Active

4 records the case as Unassighed
-

records the Priority as Normal
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4 logs the date and time the case was created
+ zooms to the location on the map
highlights the number of related cases by Building Permit and all Related (active) and Completed MAGI cases

=

associated with each assessment number.
Any additional information and logs can now be recorded/attached against the case in MAGI, including:

4 Contact details for the Applicant, Owner etc. in the Contact Details section (this can be obtained from the
Revaluation Survey Form Data Entry screen, the Planning Details screen, the phone book, etc.)
4« Email from Planning Department

Once all of the above is completed, the Clerk/Receptionist emails the Assistant Directors notifying them that Mol

cases have been created in MAGI for review.

Case Creation — Enquiries and Proactive Cases

If a case is triggered other than by a Completion Certificate e.g. an enquiry, a proactive case etc., the case is usually
created in MAGI by one of the Management Team members, ensuring that all the relevant data is

inputted/recorded against the new case.
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STAGE 1 — CASE CREATION AND TAXPAYER NOTIFICATION

Case Status

Each Mol case has a Case Status in the Information tab which correlates to the stages for amending the Valuation
List. The case status indicates how far the case is in the valuation process and is changed by the VST or valuer
depending on the stage the case is at in the valuation process.

4+ Active — the case is Active. It may be unassigned or assigned, but the property has not been inspected.

#+ Inspected —the property has been inspected, but the case is not ready to be progressed to valuation yet.

4% Valuation —the case is ready to be valued.

% On Hold — the case has been put on hold. This could be for a variety of reasons, such as awaiting further
details or documentation etc. Putting a case On Hold will force you to record why the case is on hold and for
how long via the On Hold Details pop out box.

% Completed — the case has been completed.

4+ Cancelled — the case has been cancelled. In order to cancel a case you must put the reason why in order to
save the case in MAGI.

File Case Assessment Comparables Maintenance  Reports Admin  Mass Appraisal
Caze Search Caze Admin
£ erint vap etails for Case ID_
~Case Details Hotes

Case Type hiainterance Of List 2 ﬁ] \‘_¥| @
Case SubType ‘Ohjec:tinn - 2015 Revalustion - \ v
Created By delliott Received 30 Jun, 2016
Tax Code | Residential -
Parish: Paget

Informiation r Aszzessments r Parcels r Log & Attachments }/ Tasks r Actionz l
~Case Information.
Status Assigned To | Meedham, James - :__"ﬁ Priority |High - @ Ingpection Letter
Completed an ed Changed On 20 Jul, 2018 Assigned On 31 Aug, 2016 { [ %) | Bring Forward
Completed
(List Maintenai '85'3:’3';95‘ ~Case Grid Refer
n Hol 2 T z
There are 3 options for assigning a grid reference to a case.
Applicant Ham Valustion I_ pti gning a g X
g @ 1. By XY of Assessment
Bldg Permit # | Plenning Detais | [ Relaled by Permit | Related Cases - 0 - ¥
71 2. By Selecting Point on Map
4 Zoom
_Units 1 3. By Entering Grid Ref on Right
AssessH Situation Address Address Rel. Com. ~
S o [« | =
BT = @ P
= = T I A o e e— s
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STAGE 1 — CASE CREATION AND TAXPAYER NOTIFICATION

Assessment Stage

Each assessment in a Mol case has an assessment stage listed under Stage in the Assessments tab which also
correlates to the above stages for amending the Valuation List. The stage indicates how far the assessment is in
the valuation process.

+ Inspection Stage, is the initial stage in the valuation process

Yalue  yaluation Stage, the inspection has been completed and the assessment is ready for valuation

Same Completed Stage, the valuation of the assessment has been completed

File Case Assessment Comparables Maintenance Reports Admin  Mass Appraisal

etails for Case ID _

~Case Details
Case Type Mairtensnce Of List

Hotes

Case SubType Ohjection - 2015 Revalustion
Created By aminglis Received 05 &pr, 2016

Tax Code Rezidential

Parish: Warwick

Infnrmaﬂon/yénssesmér Pariels r Log & Attachments r Tasks r Ations |

~fttach Drawing Inspection Phot
File Hame Browse ... 7 Dolste | | @%View b fcked
File Description 4 % e
pt Launch SPEX File Hame i File Description T Created T Keywords i
Keywords Software

tion Informati:

Inspection Date
Inspection Hotes - =
= 4 b
T Record
Stage Prop. Status  Assessd Status Situation Address Address Valuer 0Obj. Date Obj. Rel Comp
@ X 2 e awe I No @ o ® n
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STAGE 1 — CASE CREATION AND TAXPAYER NOTIFICATION

Examples of a newly created Mol case

Information Tab (this is the case home screen)

ile Case  Assessment  Comparables enance Reports  Admi

n  Mass Appraisal

Help
Dashboard

Details for Case ID (223195)

& Report | [\2 £t | [ cose
Case Detals

CaseType [WamienanceOfit ] T 7] [
Cos SubTvpe; S internal Conversion to Create a 3rd Dwelling Unit. Project Comple

Cresteaty [deton Received [1Hiay 2018 | | | [Vote: e are 2 dweling.an is ot po he owner -5 & & the works arefo he conversionoft uppet vl at S 1o an apt.

Tax Code

parish: Sandys

assessments | Parcels | Log s attachments | actions
Case Information

status  [ing

Name(s)
AssignedTo | Baxier, Da

| Priority S 5 nspecton Latter s simeriof ]

compiied [ ] Crangedon [Zumais | Assignedon [ueave || @ srngForwara | ] emaite) | ]
Maling Adress

RE—

Case Grid References
There are 3 options for assigning a grid reference to a case.

Units

1.By XY of Assessment

2.8y Selecting Point on Map

D zoom
3.8y Entering Grid Ref on Right »

Assess# | Situation Address Address.

ol ols \J Legena | |4 entty | |5 ciar | |25 Probap | > LosaFutiap

7] Addresses

Streets

ESRI Aerials

] Acrial 2012

Map Scale: 1: 2500

deliottogged on @ 30 May, 2018 8:41:18 Al s-000

Assessments Tab (this records the existing assessment numbers, if any)

A PG Mass Appraisal
ty Dashooara
Details for Case ID [ NN 8 Report | [\J Eot | [E3 ciose
F—
CaseType  [Hamsnsnceotiet ] S 7 [
CHac ublype e to Create a 3rd Dweling Unit. Project Complete.
CreatedBy [Getor Received [14May 2018 || | [Note:there are 2 dwelings onthis ot per the owner - 5 & 8. the works are for he conversion of the upper vl a o an apt.
Tox Cove
pue sentss
Information, ;| Parcels Log & Attachments. Actions.
yrr— nspecton P
Flehame | | srowse Delete || View &b Ada
File Description ile Name: ile Description reatec ords
wtn | \ — R T T
s ] i
spestiey ot
inspectionoate [z
Vispecti oo 7
v
2 Records o
soge | pron. setes | Assessr | siamvs | siuation pciress garess vawer Jomose Jom] [ ] Jcome
®| x| 2! ctive N e o @ s
@ x| 5 Actve No|@| o @ o
deliiott logged on @ 30 May, 2018 8:41:18 AM S-000
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STAGE 1 — CASE CREATION AND TAXPAYER NOTIFICATION

Parcels Tab (this records the parcel number and lot size of the parcel, if recorded)

File Case c i Reports  Admin Mass Appraisal Help

My Dashboard

Details for Case ID & Report | |\J Edit| [E] cose
Case Details Nots
CaseType  [Wavtenance Tl 1 B Changed on o) g
Case subTypa. o Create a 3rd Dvieling Unit. Project Compiste.
Crestedty [delot Received [14ay.2018 || | [Nete:thers o 2 diekings on ti ot per e cvner -5 8 &.- e works ate forthe conversion of the upper vl ot o apt.
Tax Code Resientil
Parish: Sandys.
Information | Assessmens achments | Actions

© @

1 Record
parcelNumber ¥ LotSize v,
00 acres
geliott bgged on @ 30 May, 2018 G41:18AM s-000

Log & Attachments Tab (this records all case logs and attachments)

File Case C i Reports  Admin Mass Appraisal Help

My Dashboard

Details for Case ID | N & Report | |\2 Eqt| B3 close

Case Details Notes
CaseType [Waimenance OfLst 11 - e ] [
ConeSublype: rternal Conversion to Create a 3rd Dweling Uni. Project Compete.
Createa By [aetor. Received [1May, 2018 | | | |Notssthere are 2 delings on this ot per the owner- 5 & &-the works are for the conversion of the upper evelat 5 to an apt.
Tax Code Resitzntil
Parish: Sandys:

information | Assessments | Parceis {iog & Actions
14 Records

Createa | Created By 7| Log Type | Notes v

| X | 22 May 2018 2:55 PM dibaxter Status Changed
| | 22ay 2018 900 A djbaxter Phane Call
o 3| 15 ay 2018 333 P10 deliott Email [}
@ % | 15 0ay 2018 320 P10 detiott Emal [}
@) X | 16 May 2018 312 PM djbaxter Case Action Signed Off
@ X | 18 May 2018 3:12 PM dibaxter Gase Action Signed Off
@} X | 15 May 2018 12:31 PM delliott Case Reassigned
@| X | 15May 2018 12:31 PM delliott Email ]
| X | 15 May 2018 12:24 P delliott Provisional Assessment Created
@ X | 15 May 2018 1024 AW delliott Phone Call
@] X | 14 May 2018 1259 PM delliott Email (]
@) X | 14 May 2018 12557 P delliott Lefter ]
| X | 14May 2018 12:41PM delliott Completion Certificate ]
| X | 14 May 2018 12:40PM delliott Case Created
defiottlogoed on @ 30 Hay, 2018 84118 AN s000
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STAGE 1 — CASE CREATION AND TAXPAYER NOTIFICATION

Case Review

All unassigned cases are listed in the Unassigned Cases/ Valuations / Case Summary screen, which is located in
the Admin tab in MAGI.

(1] magi 2017 - X
File Case 5 i Reports Mass Appraisal Help
Wy Dashboard | case (229199) |

Unassigned Cases / Valuations / Case Summary # Refresh B Close
Cases 37 Records

CaselD | SubType ¥/ Address | Tax Code 7| Assign | Assigned | Assigned To | Date Assigned ¥ Status | Priority 7| Created V| OnHold Until 7 Notes v| A

(o NOTVD Fosidentiol 8 [ Actve  Nomal 12 Apr, 2010
e NGT-Gon Residential 88 [m] Active  Normal 12 Apr. 2018
@ NOT-Con Commercial 88 [m] Active  Nermal 12 Apr, 2018
@ NOT-Con Tourist -] (] Active  Normal 12 Apr, 2018
@ MOT-Con Residential 88 (] Actve  Normal 08 Apr, 2016
@ NOT-Con Residential @8 [m] Active  Normal 12 Apr. 2018
L NOT-Con Resicential 88 [m] Active  Normal 12 Apr, 2018
@ NOT-Con el 88 (] Active  Normal 12 Apr, 2018
L NOT-Con hal @8 [m] Active  Normal  09.Apr,2018 v
Unassigned Valuations 2 Records
CaselD V| SubType 7| Address 7| Tax Code 7| Assess # | Assign | Assigned To V| Date Promoted V| Situation Address | Notes v,

3 MOL Eng
@ MOLEng

Res 81 | Damien Baxter 3010512048 ste Property. ddi ing pool etc.
Residential 83 | Damien Baxter 3010512018 Details dditions, swimming pool etc.

Open By Employes ————— ~Open By Type
Employee Count Type Count

21 © voLce [

® D/ voLen @

i © voon i

1 D) s0.contom 0

2 I 2

s B soteese 0

2 © norcon 2

1 ® norw '

B wrmsory 2

deliott logged on @ 30 May, 2018 8:41:18 AM 5-000

Unassigned cases can be opened via the Admin tab or via Case Search or Case Jump To in the Case tab.

File Assessment Comparables Maintenance Beports Admin Mass Appraisal

My Cases

g8 HNew

& Search

Jump To 3

A=gigned Cases (1)

rMy Case Stats

The new case is to be reviewed to confirm that the correct details are recorded/attached to the case, to determine
if an inspection by a Valuation Survey Technician (VST) is required and if the case is Normal or High Priority. Useful
information (applicant details, inspection log etc.) can also be obtained from the Building Permit details by clicking

in the Information tab.
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STAGE 1 — CASE CREATION AND TAXPAYER NOTIFICATION

Putting a Case On Hold

Itis at this stage that the case may be put On Hold, as additional information may be needed before the Inspection
Letter can be issued. A case is put on hold by changing the Status in the Information tab to On Hold in the drop
down menu.

IrrfurmaﬂiunrAssassmenls i/ Parcels r Log & attachments r Tasks r Actions I

~Case Information.

Status Assigned To | Unassigned, Unassi v| m| Priority Mormal - & Inspection Letter

Completed d Changed On 10 2ug, 2017 Assigned On 108Uy, 2017 | &4 | Bring Forward
Completed
List Maintenai ‘SSP:CI*;" ~Case Grid References
n Hol i e z
There are 3 options for assigning a grid reference to a case.
Applicant Harr Yalustion pt gning a gi %
. e ——————— @ 1. By XY of Assessment
Bldg Permit # - |db° Planning Details I |<t! Related by Perimit | Related Cases -0 2 ¥
_! 2. By Selecting Point on Map
: 4 Ioom
_Units (71 3. By Entering Grid Ref on Right
Assess ¥ Situation Address Address Rel. Com. * =
7
y ] £ .
B x/exx|d|®|? autodesk

[ == Assessments -
[ == Market Listings
= Cases
* Appraizal
= Maintznance o = |
-
== Appraisal - Stan|
= Motice of Trans—
[ == Waluations
[ == Pacels
=

Abo
=7 Paiishes

i

KO

oo

This will automatically open a pop up box, where you must enter the Bring Forward date and the reason for putting
the case on hold in the Notes field.

&

Please enter the On Hold details. I G ] |IE] Earma |

Bring Forward 10 Mg, 2017 El=

@ Hotes
|
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STAGE 1 — CASE CREATION AND TAXPAYER NOTIFICATION

-
Click the case button to save all changes. The Status of the case will automatically be changed from On
Hold to Active on the Bring Forward date. The Status can also be changed manually prior to the Bring Forward
date.

Is an Inspection needed?

The previous policy of the Department was to inspect the property, irrespective of the works, as this provided an
opportunity for the Department to update its records and generate a digital drawing of the valuation units.

However, now that all the manual survey drawings have been scanned and attached to the assessment numbers
in MAGI, Mol cases can be vetted from the desk with the aid of aerial imagery to determine if there have been
any physical changes to a buildings footprint. Additionally, the Department has a spreadsheet (as of August 2017)
of the 13,000 outstanding building permits dating back to the 1970s that have not been signed off by Planning.
Only properties where there has been a change will be selected for inspection. This targeted inspection
programme was rolled out in the latter half of 2017 and better utilizes the limited resources of the Department.

When vetting cases to determine if an inspection is warranted, the following questions need to be answered:

Is there an active Mol case? (review the Related cases)

When was the last Mol case and inspection by the Department? (review the Completed cases)

Is the new case for works already included in the assessment? (review the Details for Assessment)
Is the unit exempt from land tax? (Government facility, registered schools etc.)

Is there an outstanding building permit? (review the Active Permits spreadsheet)

Has the Department picked up these works? (review the Completed cases)

FFE e rEeF

How does the aerial imagery compare with the latest survey drawing for the property?

For new builds, the owner(s) needs to be verified as the Applicant on the Completion Certificate may not
necessarily be the owner. This can usually be done via the Notice of Transfer document in MAGI, or simply
contacting the Applicant listed against the case. Once the owner(s) has been determined, record this in the Notes
field and attach the supporting documentation.

Cancelling a Case

As aforementioned, there can be for a variety of reasons for cancelling a case e.g. the unit is exempt from land
taxation, therefore an inspection is not needed; there is already an active Mol case which will pick up all existing
alterations to the property; the property was inspected within the last year and it can be determined that the
works in the current Completion Certificate are reflected in the assessment etc.
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STAGE 1 — CASE CREATION AND TAXPAYER NOTIFICATION

To cancel a case, first change the Assigned To field in the Information tab to your name in the drop down menu.
Next, update the Notes field with the following: “RESULTS: CANCEL CASE — REASON”. Select Cancelled in the drop
down menu in the Status field in the Information tab.

Information r.ﬂ.ssassmams r Parcels r Log & Attachments r Tasks r Actions ]

~Case Informati

Status | Cancelled - \,’| Assigned To | Elliott, Disne '] e | Priority Mormal
e
ot

- | l& Inspection Letter
Completed Changed On 1080y, 2017 Assigned On  10Aug, 2017 | & | Bring Forward

Completa

~List Maintena) "5P=cted ~Case Grid Refer
Applicant Harr S;ILTantlign - There are 3 options for assigning a grid reference to a case. % -

@ 1.By XY of Assessment

Bldg Permit # - [‘@ Planring Detsils | Idﬁv Related by Permit | Related Cases 0 ) ¥
{1 2. By Selecting Point on Map e
. # Zoom
Units [_' 3. By Entering Grid Ref on Right
Assess ¥ Situation Address Address Rel. Com.

‘ ]
a0 o0
@ 0@ o BEO| XK 0P autodesk’
a0 &0 O == fssessmernts B

[ == Market Listings
£3 Cases
[ == Appraisal
== Maintenance o =

L
[ == Appraisal - Stan{
[0 = MNotice of Trans—
O == Waluations
O = Paels
Pl
Abe
== Parishes

In order to save the case, you must state the reasons for cancelling the case. This is done by opening the Status

Save

i
Notes pop up box by clicking EJ Copy the REASON in the Notes field to the pop up box and click

Save

Click the case button to save all changes.

Inspection Letter

Once it has been determined that an inspection is needed, 24 hours’ written notification must be given of the
pending inspection to the taxpayer, in accordance with Section 8(1) provisions of the Act.

Id;'] In=spection Letter J

The Inspection Letter can be generated by selecting in the Information tab in the case. This

-
opens the Inspection Letter box, select .

f Inspection Letter @

Mo Employee is currently assigned (or future assigned) to this case, please select il
one before continuing, Mote: Selecting one here does not assign the case to the
employee
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STAGE 1 — CASE CREATION AND TAXPAYER NOTIFICATION

The Print Inspection Letter box opens.

4% In Assigned To, select the VST from the drop down menu (the VSTs work patches, which are rotated).

4+ If there are assessment numbers attached to the case, MAGI will automatically populate the Taxpayer Name
and Address details (this is based on the information associated with the first assessment number). Double
check that the address looks correct. For new builds, the Taxpayer name and address will need to be inputted
manually.

4+ Select Section 68 Letter (inspection of units in an uninhabitable condition) if the Standard Letter (default
selection) is not to be sent.

#+ Fill in the Case Details with the Building Permit number (if there is one) and a brief description of the works.

4+ If the Inspection Letter is to be cc’d, then fill in Copy of Letter To.

b L & Lo 1 1

Print Inspection Letter =]

[@ Frint Letter | [ Save Letter as Logldttachrent | |@ Cloze |

{ Assigned To | Baxter, Dlamien -

Taxpayer Hame
Taxpayer Address 1
Taxpayer Address 2

Taxpayer Address 3

Copy of Letter To

Case Details - Propozed additions and new swimming poal with 2pa.

g

@ Standard Letter

1 Section B3 Letter

T T e =TT L T

Once the necessary details have been filled in, select . This generates the Inspection Letter with the

inputted details, today’s date, as well as the name and contact details of the VST. The Inspection is to be printed
double sided as the Department’s Section 8(1) authority to enter, survey and value any valuation unit is printed
on the back.
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STAGE 1 — CASE CREATION AND TAXPAYER NOTIFICATION

. . | Save Letter as Logiétachment m .
Once the Inspection Letter has printed, select [. ] and then - . The Inspection

Letter is saved as a log in the Log & Attachments.

My Cazes

etails for Case ID -
~Case Details Hotes

Case Type Maintenance Of List E,x @

= -
Casge SubType Completion Certificate

= Propozed Addtions of Mew Master Bedroom Ensuite, Office, Den, Covered Porches, Newy Swimming Pool with Spa, and Reconfigurstion
Created By narsttersy Received 13 .Jul, 2017 0f Existing Parking &rea *Revision: Slab Type Change from 5010 51 *Revision: 4' High Retaining Wall for Parking Area, Mew Stairway,

Mewe Roadside Boundary Wall, Extend Approved Pool Deck, Mew Concrete Sestin Pool. Project Complete

Parish: Southampton

Informtion rAssessmants r Parcels/Lng&Attachmentsr Tasks r Actions I

4 Records

Created ¥ Created By ~ Log Type  HNotes V
& X 14 Jul 2017 11:43 &AM delliott Letter =8(1) Hotice — Inspection Letter ﬂ
-] X 13 Jul 2017 413 PM narattersy Attachment Email ﬂ
&£ X 13 Jul 2017 4:11 P naratteray Case Created Case created
Bl X 13 Jul 2017 410 PM naratteray Attachmert Completion Cerificate ﬂ

Mailing the Inspection Letter

The printed Inspection Letter is to be given to the Clerk/Receptionist for mailing, who will also insert the “Property Alterations
— The Process” brochure (flyer #6) and overseas postage stamps, if required. The Letter is placed in the Department’s mail
tray for collection by the Post Office staff.
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STAGE 1 — CASE CREATION AND TAXPAYER NOTIFICATION

Example of Inspection Letter

Ministry of Public Works
Land valuation Department

14 Juby, 2017

Dear Sirf Madam,

RE: Land Valuation & Tax Act 1967 — Section 8(1) Authority to enter, survey and value any
valuation unit for land tax purposes.

I Froposed additions and new swimming pool with spa. Project Complete.

| am writing to you in reference to the alterations that have been made to the ahove property. In light of
these changes, it is necessary for a member of staff to visit the property to conduct a survey to
establish if there should be an amendment to the Valuation List. The survey, which includes taking
notes, measurements and photographs of the exterior andfar interior, alzo provides an apportunity far
the Department to update its recards and pick up any additional changes which may have taken place
at the property since our last survey. The site visit should occur within the next few weeks. | have
included overleaf the extract from the Act that gives the authority to enter, survey and walue your
waluation unit for land tax purposes.

The staff member whao will carry out the site visit is Damien Baxter who can be reached on (441)297-
THEY or by email at dibaxder@gov bm should wou have any questions about the survey, wish to he
present during the survey or if you have a dog which would need to be secured. Damien Baxter will
hawve photo identification.

Whilst we reguire internal access to commercial units as part of the survey, we do nat always need to
get internal access to residential units. However, in some residential cases internal access is required
to take notes, measurements and photographs to record the standard of finish, division walls between
apartments, tank walls etc. where it cannot be established from the outside. Should this be necessary
we will arrange access with you ar the occupier. Al information collected during the survey will be
treated as confidential and will be used far land taxation purposes anly.

lUpon completion of the survey, any proposed changes to the assessment will be mailed to you.
Information on amending the Valuation List, factors affecting your Annual Fental Walue and other
frequently asked guestions can be viewed on the Bermuda Government portal wiane govw . bm by
searching for the Land Yaluation Department. You can also visit wway landvaluation bm to search the

Valuation List for your Annual Rental Walue.

Yours Faithfully,

B Lt

Director, Land Yaluation Department

Global House, 43 Church Street, Hamitton Hi 12
P.C. Box Hh 1384, Hamitton HW F, Bermuda
Phone (4417 297-7964  Email: delliotti@goy bm  Wiebsite: v landwaluation bm
"We value Bermuda"
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STAGE 1 — CASE CREATION AND TAXPAYER NOTIFICATION

Back side of Inspection Letter

Land %aluation and Tax Act 1967

Fower to enter valuation unit

8 (11 The Director and any person authorized by him inwriting in that behalf shall have power, at all
reasonahble times and after giving not less than twenty-four hours notice in writing, and, in the case of a
person authorized as aforesaid, on production, if so required, of his authority, to enter, survey and
value any valuation unit.

(2] If any person wilfully delays or obstructs any person in the exercise of any of his powers under this
section, he commits an offence;

Funishment on summary conviction: a fine of $5,000.

(3) It shall he the duty of every palice officer, at the request of the Director, to render such assistance
as may he necessary to enable any person duly authorized to exercise his powers under this section.

Case Assignment

The case now needs to be assigned to the VST in MAGI. This is done via seNned T |cmssimediias) in the

Information tab in the case.

Select the calendar icon, which opens the Assign Case box. Select the VST in the Assign To drop down menu and

=
hit . The Assign On date automatically defaults to three working days from the date of the Inspection
Letter. This is in accordance with Section 72(3) provisions of the Act — three days deemed delivery for prepaid
post.

Ca=e Information

Casze ID: - Status: Active

Case Type: Maintenance OF List Priority:  Hormal
Created: 13 Jul, 2017

2B

HOTE: Setting the "Assign On" date to today's date will assign the case immediately

] Assign To IBa”tEL Clamizn vl Assign On 19 Jul 2017 [E- I Save | ||.§] Cancel |
g

| Azzign Immediately ‘

T i T = = T — 1 B IR = a1

(1
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STAGE 1 — CASE CREATION AND TAXPAYER NOTIFICATION

The Information tab now highlights in red that the case will be assigned to the VST on the specific date.

File Case HAssessment Comparables Maintenance Reports Admin  Mass Appraisal

oy Cases Case Admin

&b Frint s [etails for Case |

~Case Details Hotes
Case Type Mairtenance Of List - |$| |¥| e
Case SubType |Comple1|on Cettificate vl =

B Propozed Addtions of New Master Bedroom Ensuite, Office, Den, Covered Porches, New Swimming Pool with Spa, and Reconfiguration
Created By narattersy Received 13 Jul, 2017 ot Existing Parking Ares *Revision: Slab Type Change from S0to 51 *Revision: 4' High Retaining Wall for Parking Area, Mew Stairway,
Mewr Roadside Boundary Wall, Extend Approved Pool Deck, New Concrete Seat in Pool. Project Complete

Tax Code IResidermal = |
Parish: Southampton

Information r.ﬂ\ssessmeﬁts r Parcels i/ Log & Attachments r Tashs i/ Actions ]

~Case Information.

Case assigned to Damien Baxter on 19/07/2017

Status Active v| Assigned To  |Unassigned, Unassi = - . Priority Mormal v‘ E; Inspection Letter

Completed Changed On 13 Jul, 2017 Aseigned On 13 Jul, 2017 ay | Bring Forward
List Mail ~Case Grid Refer
N - There are 3 options for assigning a grid reference to a case.
Applicant Hame X
3 . @ 1. By XY of Assessment
Bldg Permit # l@’ Flanning Details ] ‘-!: Related by Permit | Related Cazes -0 : ¥
) 2. By Selecting Point on Map e
= » Zoom |
~Units 1 3. By Entering Grid Ref on Right
Assess # Situation Address Address Rel. Com.
0 & 6
B[R e 402
O == Assessments A | B e e

The Case Admin tab is updated to reflect that the case will be assigned to a VST, with the Date Assigned.

File Case Assessment Comparahles Maintenance Reports Admin  Mass Appraisal

My Cases Case Admin

Unassigned Cases [ Case Summary

80 Records

Case ID SubTyp * W Address ¥ TaxCode 7 Assion i d i To  Date i 7 Status W Priority 7 Created W OnHold Until 7 Hotes W
e ;T/ MOL-CC Commercial ”_% ] Damien Baster 1710752017 Active Marmal 1 ul, 2017 Proposed Completion of
ar MOL-CC Commercial ] Damien Baxier AT F2017 Active Hormal 11 Jul, 2017 3 Completion Certificates
B MOL-CC Residential E E Aitive Mormal 13 Jul, 2017 Proposed Renovations
g MOL-CC Residential H il Active Hormal 13 Jul, 2017 Proposal to Convert E...
a MOL-CC Residential H [} Active Mormal 13 Jul, 2017 Proposed Renowation of
an P MOL-CC Residential it /= Aitive Mormal 13 Jul, 2017 Roof Mourted Solar Py
a Qo MOL-CC Commercial ] ] Active Mormal A3 Jul, 2017 Proposed New Tombs [
S MOL-CC Residential Eﬁ [l Active Marmal 13 Jul, 2017 Photovoltsic Solar Syst
o QB MOL-CC Residential i Ll Active Hormal 13 Jul, 2017 Renovations & Adsition...
as B MOL-CC Residential T m Active Harmal 13 Jul, 2017 Internal Aterations to or
B MOL-CC Residential ] [#] Damien Baxder ARIT 2017 Btive Hormal 13 Jul, 2017 Proposed Addtions of b

MAGI automatically assigns the case to the VST in three working days. On that date, the VST receives an Action
in MAGI notifying them that the case has been assigned to them. This Action is to be Signed Off by the VST, and
the originator of the Action (the person who generated the Inspection Letter) will receive an email notification in
MS Outlook that the VST has signed off the Action.
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STAGE 1 — CASE CREATION AND TAXPAYER NOTIFICATION

Case Immediately Assigned

If the case is to be assigned immediately to the VST (Inspection letter has been hand collected, hand delivered or

e _
emailed as opposed to posted in the mail), select B ssionimmeciaely l, which automatically assigns the case to the
VST.

Assigned To [Unassigned, Unazsi v] [ e ]

The case can also be immediately assigned to the VST via in the Information

tab. Simply select the VST from the drop down menu and Save.

Once a case is assigned, it will not be recorded in the Case Admin as it is no longer an unassigned case.
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STAGE 2 — SURVEY OF THE PROPERTY

The next stage in Maintaining the Valuation List is for the property to be surveyed.

Role of the VST

The role of the VST is essential to meeting the 20 working day performance measure for Mol case work. Thus,
each VST has the following specific work objectives that contribute to the success of the Department in this area:

1. Undertake the accurate survey of properties and the collection of property data in accordance with
Department guidelines and procedures for the purpose of assessing properties for land tax. This includes the
inspection, measurement and collection of data of demolished, altered or new properties.

2. Create annotated digital drawings for each case from the survey data collected, showing the
accommodation, ancillary uses, amenities and any other valuation related data in accordance with the
Department’s Apex drawing standards.

3. Maintain a high standard of on-site data capture and transcription to the Department's MAGI IT database to
ensure the accuracy and veracity of land tax assessments.

4. Efficiently and effectively manage assigned cases to ensure that performance targets are met: (a) submit
Maintenance of the List cases for valuation weekly and within 15 working days of assignment; (b) submit for
valuation an average target of 25 Maintenance of the List cases per month; (c) respond to inquiries within 2
working days of receipt.

Handbook for the VST

In order to perform ARV valuations in MAGI, it is imperative that you familiarize yourself with the contents of the
VST Handbook. This Handbook is a comprehensive overview of the role and responsibilities of the VST, including
the Department’s policies and procedures in relation to their duties.

Provisional Assessment Numbers

Each bona fide valuation unit has an assessment number and in accordance with Section 1, Interpretation of the
Act:

“valuation unit”, means any land, building or part of a building occupied or capable of beneficial occupation as a
separate unit.

As previously stated, an assessment number can be Active, Inactive (for a deleted valuation unit) or Provisional.
A provisional number is an assessment that does not have any valuation details associated with the assessment
yet.
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STAGE 2 — SURVEY OF THE PROPERTY

It is the policy of the Department to conduct the inspection prior to issuing a provisional assessment number.
However, there are occasions when an assessment number is requested prior to the inspection and this is usually
in the case of a newly built unit.

The Department must be satisfied that the unit is a bona fide valuation unit prior to the creation of the provisional
assessment number. The Department has a set of stock questions for this purpose, which are stored on the
Network drive, as well as hardcopies placed under the reception counter, which can be filled in directly at the
counter by persons.
The standard questions include the following:

1. Does the new unit have a name or apartment number?

2. Please describe its location i.e. upper, lower, north, south etc.

3. Isthere aninternal connection (e.g. a door) with the other unit(s)?
The Department also uses the request as an opportunity to gather contact details (phone numbers, email(s),
preferred mailing address etc.) for the owner and to ascertain whether there are any dogs at the property which

will need to be put away for the inspection.

Once it has been determined that the unit is a bona fide valuation unit (based on the responses), a provisional
assessment number can be generated by one of the Senior Managers.

Creating a Provisional Assessment Number
Provisional assessment numbers can only be created within a Mol case.

In the Assessments tab, click n=x and select how many new assessment numbers you wish to create in the New
Assessments pop up box.

Informatinn/}\ssessmerls r Parels r Log & Attachments r Tasks r Actions I

~Attach Drawing

File Harne | Browse ... X Delete | [AYiew \ [ R Add
File Description Tewe Bssessrents ¥ File Description ¥ Created T HKeywords i
Keywords
How Many Hew Assessments to Create?
Inspection Informati
i K
Inspection Date B ! =
e——— [@ carcs] =
O 26
2 Records add new man
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STAGE 2 — SURVEY OF THE PROPERTY

L_f .
Then click which will add the new assessment as the last entry in the grid with the Stage of A

QO 2@

2 Records i add new mED
Stage Prop. Status Assess# Status Situation Address Address Valuer Obj. Date Obj. Rel Comp

o x 2 e e o o o o

@ X Y MNew  Active [Hew] [Ho Address] No @ o0 a4 ]

Click M= in Stage to open the Assessment New pop up box.

Assessment #: Enter the parish number (first two digits) and tick the Sequential box [ sau . MAGI will
automatically generate the next sequential assessment number for that parish and update the Parish field with
the corresponding parish name. Creating the assessment number will then allow the other fields to be edited.
Tax Code: This field must be filled in. Choose the correct tax code from the drop down menu.

Val Group: Input the valuation group, if known (this can be changed).

Property Desc: Select Provisional Assessment Number from the drop down menu.

Sit. Address: Input the situation address for the unit.

Address: Start typing in the property address in the Address field and MAGI will return matching addresses.

Choose the correct address from the drop down menu and click = .

Assessment Grid References: As every address has grid references associated with it, select

(7) 1. By XY of Pri Add . . .
2l A ESERE . and the grid reference will auto populate the X and Y fields.

Groups: If needed, select the group from the drop down menu and click zdd,

Saving the Provisional Assessment Number

=
To save all the inputted details, click _

Progressing the case to Valuation

When the VST progresses a case to the Valuation Stage, this means that all the relevant information has been
recorded and/or attached in MAGI and the details inputted in the Inspection Viewer have been double checked
and are correct. Assessments can be demoted, however, either upon request from a VST or by the valuer so that
additional changes can be made prior to the Valuation Stage.
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STAGE 3 — VALUATION OF THE PROPERTY

In most instances, the valuer has not physically inspected the property and therefore, relies solely on the
information collected by the VST in order to undertake the valuation.

Similar to the VST, the role of the valuer is essential to meeting the 20 working day performance measure for Mol
case work. It is the goal of the valuer to complete the Mol case within 5 working days of the case being
progressed to the Valuation Stage.

Unassigned Valuation Cases

All unassigned cases for valuation are listed in the Admin tab, under Unassigned Cases / Valuations / Unassigned
Valuations in the drop down menu (updated May 2018).

File Case C i Reports | Admin | Mass Appraisal Help
Unassigned Cases / Case Summary
My Cases

Unassigned Valuations

Actions [ Retresh | () wy chesken out Gases | () My Activs Gases | (B3 ciese |
My Case Stats Y My Assigned Cases (1 AS/400
Type Cur. OH T CaselD  Sub Type T Hame ASHOKExContions Priority 7 Assigned Related

Auditing

PRO Updater

TIMS Log Viewer

The Unassigned Valuations table lists details about each Mol case and assessment awaiting valuation.

Assessments can be assigned individually by clicking & or the case can be opened by clicking [ .

File Case c i Reports Admin Mass Appraisal Help

Unassigned Cases / Valuations / Case Summary 4 Refresh | |EJ Close

Gases 37 Records

CaselD | SubType W Address | TaxCode V| Assign | Assigned V| Assigned To V| Date Assigned ¥ Status ¥ Priority V| Created ¥ OnHold Until ¥ Notes. ¥ @

o NOT-Con Residential ] m] Active  Normal 09 May, 2018
@ NCT-Con ] ] Active  Normal
Lol NOT-Con 2] (] Active  Normal
L MOL-Eng -] Kathy Arouzi Active  Normal
o MOL-Eng [ Kathy A sctive  Normal
© MOL-Eng & Kathy Arouzi acive | Nowmal
o MOL-Eng & Kathy Ar Active  Normal
@ MoL-ce & Jennifer Beane Active  Normal

Unassigned Valuations 2 Records

CaselD ¥ SubType 7 Address Y| TaxCode ¥ Assess# 7| Assign| Assigned To V| DatePromoted Y| Situation Address ¥ Notes v

MOL-Eng Residential &3 | Damien Baxter 30052018 Update Property Details - Historic Alterations - Additions, swimming pool efc.
MOL-Eng Residential 88 | Damien Baxter 300572013 Up: perty Details - Hi - Addition: efc.

Open By Employee Open By Type ——————————————

Sty Count i Count
D unassignea 7 ©/ woLco 0
© wassignea ® ©/ voLeng a
© imoeane 14 ) s0:v5on 1
D wiroum 1 ) soconfow) '
D aparer 2 © oo p
© pratnsus s © oL 1
© pratnens 2 ©) norcon »
B et 0 D) vorw '
) wpinsow 2
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STAGE 3 — VALUATION OF THE PROPERTY

Case Details

Upon opening the Mol case, take time to review the home screen and the information contained in each tab —
Information, Assessments, Parcels, Log & Attachments, Tasks and Actions. This will provide you with a good
overview of the case, the building works and any matters of special note/consideration.

The VST should have recorded and/or attached the following to the case:

Information tab

Status Walugtion -

4+ Changed the Status to Valuation

4+ Inputted any additional contact information in the Notes field, special requests from the taxpayer, such as
emailing the proposal letter etc.

Assessments tab

+ Attached the new Apex digital drawing

File Hame

4+ Inputted the Inspection Date and Inspection Notes. It should also be noted if there was no one present for
the survey.

Inspection Information

Inspection Date Mol 2017 [+

1 met bott NG o =it=. | had to explain to them why |wss there and -
what | needed to do. The were concerned as the changes have been present for over -

Inspection Hotes

+ Attached the photographs with corresponding geo reference File Names

~Inspection Photos

File Hame “w File Description  Created ¥ Keywords 2 Bl o
4% 3 1-HE Elew.JPG 17072017 ‘E
M 2 -SEElev PG 17m72my —
M ¥ 24 SE Elev PG 17nr2my
A X 3 -SW Elev PG 17072017
- LS . PR r— — i ————— k|
H b
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STAGE 3 — VALUATION OF THE PROPERTY

4 Promoted the assessments to the Value Stage

3 Records

Stage
Yalue
Value
Value

@ &é
XXX
e

Log & Attachments tab

4+ Attached the previous survey plan (if not an Apex drawing or already attached to the assessment number)
4 Attached their site sketch
4+ Attached any logs — emails, letters, leases, documents, phone calls etc.

Infarmation ]/Assessments r Parcels/VLog & Attachments ]/ Tasks I/ Actions ]

24 Records

Created ¥ Created By T LogType W MNotes w
s x 19 Oct 2017 4:51 PM djbaxter Site Sketch Site Sketch
i X 15 0ct 2017 4:45 PM djbaxter Status Changed Case status changed to Valuation
a x 19 0ct 2017 4:48 PM djbaxter Inspection Promoted to Valuation Assessn'lent:- Promoted from Inspection to Valuation
a X 19 0ct 2017 4:46 PM djbaxter Inspection Photo ﬂ
e X 19 0ct 2017 4:456 PM djbaxter Inspection Photo ﬂ
A X 15 0ct 2017 4:46 PM djbaxter Inspection Photo ﬂ
e X 190ct 2017 4:45 PM djbaxter Inspection Photo ﬂ
£ X 15 0ct 2017 4:45 PM djbaxter Inspection Photo ﬂ
a X 190ct 2017 4:45 PM djbaxter Inspection Photo ﬂ
A }( 19 0ct 2017 4:45 PM djbaxter Inspection Photo ﬂ
s X 19 0ct 2017 4:45 PM djbaxter Inspection Photo ﬂ
s X 15 0ct 2017 4:45 PM djbaxter Inspection Photo ﬂ
D X 19 0ct 2017 4:45 PM djbaxter Inspection Photo ﬂ
A% B 190ct 2017 305 PM djbaxter Phone Call
s X 16 0ct 2017 11:19 AM djbaxter Plans
o X 12 Oct 2017 12:45 PM djbaxter Status Changed
a x 12 Oct 2017 12:45 PM djbaxter Site Visit
A% B 100ct 2017 9:18 AM djbaxter Phone Call
s X 09 Oct 2017 4:23 PM djbaxter Case Action Signed Off
- X 0S5 0ct2017 4:21 PM djbaxter Old Survey Plan Manual survey
o X 02 Oct 2017 513 PM jwneedham Letter 58(1}) Notice —Inspection Letter
A X 02 Oct2017 2:14 PM naratteray Email Email
O X 02 Oct 2017 2:10 PM naratteray Case Greated Case created
o X 02 Dct 2017 2:09 PM naratteray Completion Certificate Completion Certificate
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STAGE 3 — VALUATION OF THE PROPERTY

Valuation Viewer

= o P
Valuation Wiewer
M Niew Map H@ Wiesar Drasaing Hﬂ Inspection Photos ] IE Assessment Groups \\/, Ecitt

Details - ion Status Tribunal Info ion Remark: ion Rernark:
Assessment Valuation Complete Proposal Sent: Eftect. Date; 01 /072017 - - . @
o Errorin previous survey.
Address (Cur} Completed By Prop. Effective:
Address (Hew) Completed On =
Sit Address (Cur} - 4 Propossl Letler ARV CALCULATION Recalculste
I tion Stat
2 = Current Hew
Sit Address (Hew) [ ction Ci et 5
e SR Info — Tax Code: Residertiol | | Residerti
BestftionaCue) = SEARTIE] Chrpletad By tiba ior Valuer | Unassigned, Unassioned Val Group: apartmert | | Apartmen [
Description (Hew) |Apartmert Completed On 17 Jul 2017 Stage: Valuation Status: Active & Dl
~Floor Details Ancillary Details Val Code: Al A
(B [+ 2L
Zone: 100{ 100 [=]
Area Factor Ad]. Area  © Area Factor Adj. Area —_—
TRA: 49 49
Floor Description Cur Hew Cur Hew Cur Hew Ancillary Cur Hew Cur Hew Cur Hew Price SOM: 5245 5245
b 8L LIVING ACCOM... 43 55 100 100 43 55 ' GOVERED-VERAHDAH- L3 L 2 e Base ARV: $12,064 $12,054
"} BASEMENT STORE 16: 17 025 025 4 4 Adjusted %: 5] 0% | (5 0%
"\_;" PORCH 0 7 000 025 0 2 Amenity Y 0% _D % |
Het % 0% 0%
Adj. ARY: $12,054 $12,054
Others Total: $0 F0
> = || others Adj%: 5] % | (5] 0%
Totals : B 5 B 5 Totals : 5 24 6 ] Others Het: $0 $0
Calc ARM: $12,054 $12,084
ity Detail: -~ Other Details
[+ FLC] (3 2q: | Round ARV 12,000 §12,000
Final ARV: $12,000 $12,000
Exists Percentage * Count Rate Value *
| 5 - Ouer
Amenity Cur Hew Cur Hew Other Cur Hew Cur Hew Cur Hew Queriite @ Ride @
L view Yes Yes 0 0 Delete ] Delete | [5]
Land Exempt
- Totals : (1] ] $0 %0

The valuation is undertaken in the Valuation Viewer screen. To open this screen, click  ¥#¥¢ in the Assessments

. A Edit
tab. Next click to open the screen.

The Valuation Viewer contains various sections with information about the valuation unit to assist with the new
ARV calculation. The map, Apex drawing, inspection photos and assessment groups can all be opened in the
Valuation Viewer.

MWaluation Wiewer

A Wiewe Map

I{, T Wiewy Drawving ||lﬂ Ingpection Phatoz ‘ I@ Azzezzment Groups

Valuation Info

Firstly, you need to assign the valuation to yourself. This is done by selecting your name from the drop down
menu in the Valuation Info section.
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STAGE 3 — VALUATION OF THE PROPERTY

Inspection Status

The Inspection Status will record the user name of the VST and the date the assessment number was promoted
to Value stage. This information is auto populated by MAGI.

Inspection Remarks

The Inspection Remarks would have been completed by the VST, with the Effective date and brief
notes/comments relating to the specific valuation unit.

Details Sections (Floor, Ancillary, Amenity and Other) - Colour Coding Scheme

The Valuation Viewer has the following colour coding scheme for the Details sections (Floor, Ancillary, Amenity
and Other):

Black — no changes to the line entry
Green — line entry has been changed
Red —line entry has been deleted
Blue — new line entry

Floor Details

This records the floor level, description, areas, factor and adjusted area for the valuation unit. The VST would
have updated this information in the Inspection View and MAGI shows this as the current (Cur) details and the
proposed (New) details. As the valuer, you are to confirm that the floor details are correct. This is done by
reviewing the site sketch, Apex drawing and photographs.

The Floor Editor can be opened by clicking . Details regarding the floor can be changed here. The default
factor for all floor levels is 1.00. Should you deviate from this factor, you must put the reason for the change in
the Notes field. Standard deviations from factor 1.00 are for limited/poor natural lighting (factor 0.85) and open

to below spaces (factor 0.50).

Floar Editar [

Floor Level SL -

Area Descrip. | LIVING ACCOMODE -

Description LIVING ACCOMODATION

7 Area 179

1 Factor 100 i

L M
Hotes @ »

Ix Delete | [ Save | |@ Cancel I
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STAGE 3 — VALUATION OF THE PROPERTY

Ancillary Details

Like the Floor Details, this records information about the ancillaries associated with the valuation unit. The VST
would have updated this information in the Inspection Viewer, which must be verified by the valuer, as above.
The standard ancillaries and factors are listed in Section 7 — Property Valuation Methodology of the VST Handbook.
The Ancillary Editor can be opened to make changes to the line entries and factors.

Amenity Details

Same as the Floor and Ancillary Details, the amenities associated with the valuation unit are recorded here. See
Section 7 of the VST Handbook for the list of amenities and standard percentages. The Amenity Editor can be
opened to make changes to the line entries and factors.

Other Details

This is typically used for commercial and tourist units to record information such as petrol throughput, number of
docks, parking spaces, hotel bed spaces, spot valuations etc. The Other Editor can be opened to make changes to
the line entries and factors.

Assessment Details

Once the Details (Floor, Ancillary, Amenity and Other) have all been checked and verified, the new Situation
Address (Sit Address) and new Description can now be confirmed/updated. Note, the VST would have updated
the Sit Address in the Inspection Viewer, but this may need to be revised following the review of the case by the
valuer.

Assessment Groups

. [@ Azzessment Gruups]
Assessment Groups can be added or removed by clicking

. As previously mentioned, these
include group names for commercial buildings, condo and townhouse developments, apartment blocks,
exemptions etc. For example, if the valuation unit is incapable of beneficial occupation, the group “Exempt — S68”
would need to be added. Likewise, this exemption would need to be removed if the building works are complete
and the unit is now capable of beneficial occupation. The group is attached by selecting it from the drop down

tab and clicking = , or removed by clicking X Multiple groups can also be attached to the same valuation
unit/assessment. The complete listing of the groups is located in the Maintenance Tab, by selecting Lookup
Maintenance in the drop down menu and then Group Type in the Select Look Up Table to Edit box.
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STAGE 3 — VALUATION OF THE PROPERTY

VI MAGL Application

File Comparables

l Lookup Table Maintenan

Maintenance | Reports Admin

Lookup Maintenance
Configure APEX Software Path
Employee Maintenance

Case Assessment Mass Appraisal

Select Look Up Table to Edit Scale Fone Price Maintenance

Address Maintenance

ARV Calculation

This is where the New ARV calculation is done. First click [w, which forces MAGI to run the new ARV
calculation based on the New Details. For comparison purposes, MAGI shows the existing (Current) ARV

calculation and the proposed (New) ARV calculation side by side.

For existing assessments, MAGI auto populates all of the fields in the New ARV Calculation, which can be edited.
However, if the unit is to be newly entered into the Valuation List, MAGI only populates the Tax Code.

romna o |
Valuation Viewer =
o View Map H“ Wiewny Drawwing Hlﬁ Inspection Photos ] IE Assessment Groups ‘\; Ecit
A it Dietaile- - ion Status Tribunal Info P Remarks ion Remarks
Assessment # Valuation Complete Proposal Sent: Eftect. Date: 01012017 - - - @
: Ertor in previous survey
Address (Cur} Completed By Prop. Effective:
Address (Hew) Completed On = L
Sit Address (Cur) - & Proposal Letter ARY CALCULATION Recalculste
Status
. L Current Hew
Sit Address (Hew) i
negrection Commplets Info Tax Code: Fesidertisl | Residenti [
Description (Cur)  APARTMENT Gorpleted By ojbator Valuer | Linassigned, Unassiored Val Group: apartment | | Apartmen [
Description (Hew) |Apartment Completed On 17 Jul 2017 Stage: Valuation Status: Active T
~Floor Details Ancillary Details Val Code: Al A
add
- & Zone: 100§ 100
Area Factor Adj. Area  © Area Factor Adj. Area  ©
: TRA: 49 49
Floor Description Cur Hew Cur Hew Cur Hew Ancillary Cur  Hew Cur Hew Cur Hew Price SOM: 3245 $246
By : = ot
L SL1 LIVING ACCOM... 43 55 100 1.00 43 55! % GOVERED-VERAHDAH & L e 8 Base ARV: $12,054 $12,054
.} BASEMENT STORE 16: 17 025 025 4 4 Adjusted %: (5] o | & 0%
b PORCH i 7 000 028 i 2 Amenity % 0% 0%
Het % 0% 0%
Ad]. ARV: $12,054 $12,054
Others Total: $0 0
> = || others Adj%: 5] % | 5 0%
Totals = 43 55 43 55 Totals = 25 24 6 6 Others Het: 40 $0
Cale ARY: $12,054 $12,054
A ity Detail ~Other Details
add add urn 5 i i
@i - | Round ARy $12,000 12,000
Final ARV: 412,000 $12,000
Exists Percentage Count Rate Value Gy
i Over
Amenity Cur Hew Cur Hew Other Cur  Hew Cur Hew Cur Hew Ouernde @ Ride @
Y view Yes Yes 0 0 Delete e Delete | [E]
Land Exempt -
x ! val 3
||| Totals : ] ] $0 $0 L 3ir 4
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STAGE 3 — VALUATION OF THE PROPERTY

Tax Code

Each assessment must have a tax code — Commercial, Residential or Tourist.
Val Group

This is the Valuation Group and corresponds directly to the selected Tax Code.

Commercial — there are 149 active commercial valuation groups for uses such as offices, car parks, gas stations,
offices, warehouses etc.

Residential — there are 4 active residential valuation groups:

Apartment — where 3 or more units are touching, irrespective of size difference
Condominium
House — single detached residential unit or a semi-detached unit

- F

House/Apt —in the case of a House with one attached apartment, special rules apply to the valuation and the
description. The smaller unit will always be called “Apartment”. However, the larger unit will sometimes be
“House” and sometimes “Apartment”, depending upon its relative size to the smaller unit and its Zone.

H/A Rule

- The Floor Area of the larger unit must be a minimum of 100sm to be considered an H/A.

- If the floor area of the larger unit is 62% or greater than the combined floor areas of the two units, then
the larger unit is an H/A. If not, then both units are “Apartments”.

- The $/sm scales for Apts and H/As are the same for Zone 100 and below.

- All H/As with a Zone 100 or below have the Description “Apartment” and the Sit Address should also
include the word “Apartment” e.g. Upper Apt (even though the Val Group is H/A).

- All H/As greater then Zone 100, have the Description “House” and the Sit Address should reference the
house name (if there is one) or be called “Main Unit”.

Tourist — there are 10 active commercial valuation groups, consisting of cottage colonies, small and large
guesthouses, small and large hotels, fractionals etc.

Val Code
MAGI auto populates this field once the Val Group is selected.
Zone

The Island is grouped into 17 valuation zones, ranging from the lowest value areas (zone 80) to the highest value
areas (zone 180). The zones are used primarily for Residential assessments, but are also used to value certain
Tourist categories.
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STAGE 3 — VALUATION OF THE PROPERTY

For existing units, MAGI auto populates this field with the existing zone. For new builds, the zone needs to be

determined and manually selected by the valuer. The zone can be obtained by clicking and

[] Valuation Zones (2004) layer.

turning on the
The following should also be noted in relation to the residential zones when calculating the new ARV:

4 Apartment and House/Apt scales are the same for zones 100 and below
4 House/Apt and House scales are the same for zone 150 and above
4+ Apartment and House scales are the same for zones 170 and 180

TRA

This stands for Total Reduced Area and is the sum of the Floor Areas and the Factored Ancillary Areas.
Price SOM

This field is auto populated by MAGI once the Val Group and Zone are inputted.

Base ARV

This is the multiplication of the TRA by the Price SQM.

Adjusted %

This is where the valuer will input end allowances as a percentage for specific advantages or disadvantages of the

unit. Once a percentage is inputted, the valuer has to input the reason for the adjustment. Click El , Which opens
up the Adjusted % box. It is required to input the reason for the adjustment for MAGI to save the New ARV
Calculation.

(=

+5% new tihse 2010

These allowances remain a part of the ARV calculation unless removed/altered. Examples of standard allowances
include the following:

-5% attached, such as for townhouse units

+5% for modernity for existing units, or new units via internal conversions*
+5% new townhouse i.e. net of +10% for new and -5% for attached*

+10% for modernity for newly constructed units*

-+ k& F

Quantum allowances for residential properties greater than 600sm TRA (the quantum allowance
spreadsheet is located in the Network folder O:Land Valn Dept/Residentials)
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STAGE 3 — VALUATION OF THE PROPERTY

Based on the valuer’s judgement, these standard allowances can be varied.

Modernity end allowances that are 10+ years old are to be removed and not reflected in the ARV calculation.
Amenity %

This field is auto populated by MAGI and is a total sum of the Amenity percentages in the Amenity Details.
Net %

This field is also auto populated and is the net total of the Amenity % and Net %s.

Adj. ARV

This stands for Adjusted ARV and is the multiplication of the Base ARV by the Net %.

Others Total

This field is auto populated based on the information from the Other Details. As aforementioned, the Other
Details is typically used for commercial and tourist assessments.

Others Adj %

Similar to the Adjusted %, the valuer can make adjustments to the Others Total for specific advantages and
disadvantages.

Others Net
This is the multiplication of the Others Total by the Others Adj %.
Calc ARV

This stands for Calculated ARV and is the sum of the Adj. ARV and the Others Net. For the residentials, the Calc
ARV is the same as the Adj. ARV.
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STAGE 3 — VALUATION OF THE PROPERTY

Round ARV
This is the rounded ARV per the rounding conventions programmed in MAGI.
RESIDENTIAL ROUNDING CONVENTIONS

The residential rounding should follow the following rule:

ARV (A) ARV pm Rounding Convention (B)
<$15,000 <$1,250 round to nearest $25 per month
>$14,999 and < $30,000 $1,250 -$2,499 round to nearest $50 per month
>$29,999 and < $72,000 $2,500 - $5,999 round to nearest $100 per month
>$71,999 and < $180,000 $6,000 - $14,999 round to nearest $250 per month
>$179,999 $15,000+ round to nearest $500 per month

e Take the Calc ARV (A) and select the rounding rule above to get the nearest $ value per
month (B).
Then A/12=C
Round C to nearest whole number = D (.5 rounds up in all cases)
Rounded ARV =D xB

COMMERCIAL ROUNDING CONVENTIONS

The commercial rounding should follow the following rules:

Calc ARV (A) Rounding Convention (B)
<$11,850 round to nearest $300
>$11,849 and < $35,700 round to nearest $600
>$35,699 round to nearest $1,000

o Take the Calc ARV (A) and select the rounding rule (B).
e AdividedbyB=C

¢ Round C to the nearest whole number =D

e Rounded ARV=DxB

Examples

Calc ARV (A) Rounding (B) Divide (C) Rounded ARV (D)
$9,570 $300 9570/300 = 31.9 32 x 300 = $9,600
$26,622 $600 26,222/600 = 43.7 44 x 600 = $26,400
$60,960 $1,000 60,960/1,000 = 60.96 61 x 1,000 = $61,000
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STAGE 3 — VALUATION OF THE PROPERTY

Final ARV

This is the ARV that is appearing in the Valuation List. The Final ARV is usually the same as the Round ARV.
However, the Final ARV can be overridden to a different ARV via the Over Ride feature below. There are few
instances when the Final ARV is changed and this usually occurs for:

4+ De Minimis ARV changes
%+ ARVs agreed in Objection cases which do not warrant a built in end allowance in the Adjusted %

Over Ride
As aforementioned, this is used to change the Final ARV.

Check the Over Ride box and the pop out opens for inputting the reason for the override. This is mandatory for
MAGI to save the New ARV Calculation.

Calc ARV $64,653 §62,123
7 Round ARV: 361,200 362,400 =
Final ARV: 561,200 $62,400 [ Save] |@ Cancell
Override | [z [v] Over
|5 ' Ride UH &
Delete E] ["] pelete | (5] || pe Minimis - 51,200 ARV i
Land Exempt P
- g ] Exempt
vaf

Delete

This is used to delete assessments from the Valuation List as they have either been merged with another unit,
demolished or very little remains of the unit e.g. 2 walls only remaining.

Similar to Over Ride, check the Delete box and input the reason for the deletion. This is also mandatory for MAGI
to save the New ARV Calculation.

Land Exempt

This is a feature in MAGI that is now redundant and needs to be removed. Its original purpose was to set the Final
ARV to $0. This is now accomplished by setting the Zone to 60 for residentials and to 0999 for commercials.
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STAGE 3 — VALUATION OF THE PROPERTY

Actions tab

MAGI has an Actions feature which allows users to send notifications to each other on a variety of matters e.g. to
discuss the case, to contact someone, bring information to someone’s attention, request for a provisional
assessment number, demote a case back to Inspection etc.

The Actions tab is located in the Details for Case ID screen.

i Infu:urmatiu:un/] Assﬂssmentsr Parcels I/ Log & Attachments I/ Tasks I/ Actions I

If the valuer has a question about the case, following their review of the data and documentation submitted by

the VST, an action can be sent to the VST. Additionally, if an error (data transcription, effective date, Apex drawing
etc.) has been identified by the valuer, this must also be brought to the VST’s attention and recorded via an Action.
This is important as data accuracy and adherence to Department standards and procedures is embedded in the
VSTs’ performance measures (see VST Handbook).

An Action can be sent by clicking - inthe Actions |_tab. This will open the Create New Action pop out box. Fill
in the Subject with a brief note, select the person to whom the action is to be sent from the Assigned To drop

down menu and put details about the action in the Notes field.
Create New Action =]
d - Details ~Notes
Created By delintt Sign-OFf - @
Created On =Mew> m, please ensure to attach the site sketch to the cases going
. = forward. lve added it to this case. Also, add the North arrow on
Subject Site sketch & Apex Drwg your Apex w DE
Assigned To |Baxter, Damien - @
Assigned On Completion Notes

Once completed, hit . This will send an action in MAGI to the Assigned To person, which will appear on

their My Assigned Actions in their My Dashboard Screen the next time they @their My Dashboard screen.
As the valuer, get in the habit of refreshing your My Dashboard screen as the VSTs will regularly send you actions.

o
To sign off an Action sent to you, first input your notes in the Completion Notes box. Click ﬂl which unlocks

the Sign-Off button. Check b e and hit . When you @your My Dashboard screen, the
action will disappear from your My Assigned Actions.
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STAGE 3 — VALUATION OF THE PROPERTY

Valuer’s Judgment

Once the valuer is satisfied with the veracity of the data and the resultant New ARV Calculation, they should always
“stand back and look” before progressing to Stage 4 — Proposal Letter.

Questions to ask:

+% Do the changes warrant an ARV change?

% Is the new ARV change de minimis?

4 Does the new ARV make sense and is fair and equitable to other existing assessments?
# |sit prudent to issue/not issue a proposal?

As valuations are as much an art as it is a science, valuer’s judgment is critical to each and every ARV calculation
and in maintaining an accurate and up-to-date Valuation List that is also fair and equitable.
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STAGE 4 — PROPOSAL LETTER

The next stage in the process is determining whether to serve a proposal to amend the Valuation List and
completing the case.

No Proposal

Valuation Remarks

Once the valuer has determined that no proposal to amend the Valuation List is to be served (no change to ARV
or De Minimis change), the Valuation Remarks in the Valuation Viewer must be updated with brief notes.

Valuation Remarks Valuation Remarks

MO ACTION - NO CHANGE TO " @ NDACTIDN-DEW&EDD - @
ARY ARY

no change to floor areas pnrchm onby

Valuation Remarks

NOACTION - LEAVE ARV AS IS« @
VAVEVH change due to historic
£rror in survey

Valuation Status

The Valuation Complete box can now be checked. MAGI will then auto populate the Completed By field with your
user name and the Completed On field with today’s date.

Valuation Status

Valuation Complete
Completed By  delliott

Completed On 24 Oct 2017

To save the details against the assessment, click . This will change the ol Stage for the assessment

number to “oMP

Notes Field

Once all assessments against the case have been promoted to  ©2MP  the Notes field in the Details for Case ID

ab
must be updated with the case results, which are to be highlighted using . Thus, anyone opening the case

can readily see the results of the case, without having to search through theand

Log & Attachments

tabs.
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STAGE 4 — PROPOSAL LETTER

Examples

~Notes
- ap7 alx

Proposed Pergola Replacement and Pool House Renovations*Hevizion Location of Kitchenette Revized; Relocation of Associated Interior
Electric and Plumbing to Suit Mew Kitchenette Layout. Project Complete

RESULTS: DE MINIMIS CHANGES PICKED UP IN RESURVEY - OVER RIDE
(MOTES: Slight changes to pool house. Change the ARV by 2.8% - over ride and reflect at next Rewvaluation}

~ MNotes
: V(% @

Install PV Window in staireell 24" x 26" Project Complete

RESULTS: NO ACTION - NO CHANGE IN 3 ARVs (no real changes, TRA stayed =ame or 1sm difference)

~Motes

Addition of a PVC Fence. Project Complete

RESULTS: NO ACTION - DE MINIMIS (-31,200 ARV due to removing 5% 1993 modernity, no other real changes)

~Notes
: V% @

Add a Winch to dock and fix sea on fish Pond.(no dock in asst)

RESULTS: NO ACTION - LEAVE ARWY AS IS (10% ARV diff) / =ee 200117 phone log - EA still is applicable / picked up existing wooden
slip and 2 ext =t bldgs. This will get reflected at 2020 Revaln.

~ MNotes
: V)[R @

Proposed new 22w Residential Stand - By, Back up electrical Generator. Project Complete

RESULTS: NO ACTION NO CHANGE IN ARNS
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STAGE 4 — PROPOSAL LETTER

Information Tab

Valuation

To complete the case, change the Status in the Case Information section from T lto

Completed

"l and click . Any paperwork associated with the case can now be shredded.

Serving a Proposal

Valuation Remarks

Once the valuer has determined that a proposal to amend the Valuation List is to be served, the Valuation Remarks
in the Valuation Viewer must be updated with brief notes.

Valuation Remarks

Eff 11117 - @

historic LAEHHMIEEEE (W
(prior to 2010}, plus pool

Valuation Status

To serve the proposal, check the Valuation Complete box. MAGI will auto populate the Completed By field with
your user name and the Completed On field with today’s date.

Valuation Status

Valuation Complete
Completed By  delliott

Completed On 26 Oct 2017

Valuation Viewer

Next click and this will open the Valuation Viewer, which asks you to confirm that you wish to promote

the assessment number to the completed stage. Click Y& . Note, if you click hie , MAGI

removes all the information from the Valuation Status section and the New ARV Calculation can be revisited.

-

Valuation Viewer | &2

Are you sure you want to promote to the completed stage?

Yes | I Mo
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STAGE 4 — PROPOSAL LETTER

Complete Valuation

Clicking Yes  opens up the Complete Valuation pop out box. This is where you enter information that will
appear on the proposal letter.

If the assessment is an existing unit, MAGI will auto populate the Tax Payer Information. Review this information
to ensure that it is correct. If the unit is a new assessment, the Tax Payer Information will need to be manually

inputted by the valuer.

MAGI auto populates the Proposal Date with today’s date. The Effective Date for the works will need to be
inputted by the valuer. For historic changes, the effective date can be no earlier than 1% January of the current

calendar year.

The valuer also inputs a brief description of the reason for the inspection and the proposed amendment to the
Valuation List in the Notes field. This information will appear on the proposal letter to the taxpayer.

Complete Valuation ]

STEP 1: Review Assessment Valuation Changes
Due to the following changes, this assesment requires a proposal.

-The ARV changed from $25,200 to $75,000

~ STEP 2: Review and Enter Proposal Information

Tax Payer Information

Hame

Address1
Address3 Postal Code

Proposal Date 2‘3.001,2[!1] -
Effective Date 01 Jan, 2017

Notes @

The property was recertly inspected by this Department in connection with Building Permit I NElll. The ARV has been
revised to reflect the hsitoric additions to the living accommeodation and ancillary additions, including covered patios, a patio and
basement store. There was also the addition of a new swimming pool under Building Permit Although these
alterations took place some time ago (&l priorto 2012), they have just come to the attention of this Department.

@ Print Proposal Letter

~ STEP 3: Update the LIVE Assessment with the new valuation values

VWARNING: Saving this will permanently update the LIVE assessment with these values.

Sa\re @ Close
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STAGE 4 — PROPOSAL LETTER

Print Proposal Letter

Next click @ Print Proposal Letter

review the proposal letter, ensuring that the information is correct - the taxpayer’s name and address, the
effective date, the proposed entry in the Valuation List and the Notes.

, this will generate a copy of the proposal letter prior to printing. Take time to

The proposal letter also includes the name and contact details of the VST, the case number and information on
the taxpayer’s right of objection, land tax liability and Planning matters.

Once satisfied with the contents of the proposal letter, print it off.

Next, click in the Complete Valuation box. This action will:

4+ Update the assessment details in MAGI
# Transmit the assessment details information to the Office of the Tax Commissioner, including an unsigned
copy of the proposal letter in real time

You will then get the below pop out box. Click .

Fia! |

Valuation Complete =

Information Successfully Saved

MAGI then confirms that the information in the proposal has been pushed to OTC’s Tax Information Management
Sytem (TIMS). Once again, click .

e =

MAGIE-=TIMS

d

Information successfully pushed to OTC/TIMS
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STAGE 4 — PROPOSAL LETTER

The data in the Valuation Viewer is now saved and cannot be edited. MAGI also auto populates the Tribunal Info
section with the Proposal and Effective dates. A copy of the proposal letter can also be viewed by clicking

P I Lett . cl . . .
. Next, click to exit out of the Valuation Viewer screen.

~ Tribunal Info
Proposgal Sent: 26 Oct, 2017
Prop. Effective: 01 Jan, 2017

IE; Proposal Letter

Stage Completed

The Stage in the Assessments tab for the assessment number will have changed from e o lLEomp

Notes Field

Once all assessments against the case have been promoted to  ©°MP  the Notes field in the Details for Case ID
must be updated with the case results. The results will say how many proposals were served, the method and
date of service (mail, email, hand delivery or collection) and a brief synopsis of the case (similar to the Valuation
Remarks in Valuation Viewer and the Notes section on the proposal letter). The case results are to be highlighted

ar
using . Thus, anyone opening the case can readily see the results of the case, without having to search

rﬁ.ssessments. Iand Log & Attachments

through the tabs.

~Notes
: V% @

Kitchen and Dining Room Extension, Bedroom Wing Extension, Renovations, Mew Cess Pit and Water Tank.

RESULTS: 1 PROPOSAL MAILED 25M 0517 - histeric LA and ancill addng, plus a pool. All predate 2012, EFF 1117

~MNotes

. any -aik @

SIIINg UoOT. Project LOMpIETe

B U cre out there in May but they have converted the garage into LA,

RESULTS: 1 PROP SERV 21H2M7T EFF 20011117 FOR GARAGE CONVERSION TO L&

(MOTES: Following the recent resurvey in connection with building permit BO384/17, this proposal relates to the atterations made to |
the property and in particular for the conversion of the former garage inte living accommodation and as a rezult, the ARV has been
revised accordinghy. Lower &pt saw a no action no change.)

L3

4 am |
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STAGE 4 — PROPOSAL LETTER

~MNotes

-

Vx| @
RESULTS: 1 PROP SERN 2081217 EFF 11117 FOR HISTORIC ALTS AND ADDNS

(MOTES: Large renovations and additions to the south, east, west and north, integral garage, covered patio and patic. Allthese
works took place between 1981 to 1997, 121 % increase in size from old 97 THA to new 215 TRA. ARV changed by 76% from
225,200 to 344 400. Mo cutstanding planning permit. Under assessed for 25 years and therefore under taxed. Expect some kick

back. Email proposal on the 20th Dec 2017, NB this property is identical in size to next door #2 - use as reference, same size, same
ARV

*

|

~Motes

al_:-/ ER

EXTEND DEaroom & LIning ATeas

RESULTS: 2 PROPS SERV 1311217 EFF 147 FOR HISTORIC ALTS AND ADDNS

(MOTES: Extensive alterations and additicns to the northern and the southern elevations on both units, clearhy visible in the
overheads. Huge changes since the last time the LVD was out at the property in 1978, Updated detailz and 2 proposals served

increasing the ARV's on both the main upper (which iz now a H/A changed from an A) and the Lower Apt. Thiz unit has been under
asseszzed for over 20 years!)

L3

=

~MNotes

ap | [ang @

RESULTS: 1 PROP SERV 81217 EFF 1117 FOR HISTORIC ALTS TO NORTHERN ELEVATION
(NOTES: Proposal served following historic building permit [ Bllllllrelating to the atterations and additions made to the property §
and in particular the extension on the northern elevation for the new master bath addition. Even though these changes may have
taken place several years earlier (approximatety a decade ago looking at satellite imagery and the Department of Planning's
inzspection logs) these changes hawve just come to the attention of the Department. ARV gone from 87,000 to 353,000}

13

m

1

~Notes

RESULTS: 2 PROPS SERV 30M1/17 EFF 1/1/17 FOR SUB ALTS AND ADDNS

(MOTES: Extenzive alterations made to the Upper Main Unit in the form of large extension to the eastern and northern elevations for

=
new L& new garage, new CPs and new large lower basement area. Small changes to lower apt also, Changes happened ﬂrEHJI'IIjBE: |
years previous. 2 Proposals served effective 1/1/17) m

o

Case Status

. z Status Waluation
The Status in the ./ Information I tab must be changed from
Status Completed

to

']. Clicking will auto populate the Completed field with today’s date.
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STAGE 4 — PROPOSAL LETTER

The Proposal Letter

The proposal letter must be signed by the valuer and the date and method of service written on the letter. A copy
of the signed letter is date stamped with the Land Valuation Appeal Tribunal stamp and placed in the Tribunal
tray. If the assessment is within the Corporation of Hamilton, a copy of the signed letter is also mailed to them.

The signed proposal letter (without the Tribunal stamp) is scanned to the valuer and attached to the case in

e b i e l Click =14 to open the Create New Log Entry pop out box. Select Proposal Letter from the

drop down menu for Type. In the Notes field, input Proposals, the number of proposals served and the method

of service.

Click L2™¥%% -t attach the proposal to the case. Confirm that the correct proposal letter is being attached via

@ Vew ] e ctick B,

Create Mew Log Entry [z

| Save ] I@ Cancel ]

~ Detaila
i Created By delliott Type * IF‘rupc:saI Letter v]
Created On =Mew=

~MNotes .
F‘rupusalﬂ (brochure also mailed) Py

~Attachment s

Vi

File Description
Heywords
File Name OADE Temp\Proposal. pdf
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STAGE 4 — PROPOSAL LETTER

Taxpayer’s Copy

The original letter is placed in the mail for the taxpayer with a copy of the relevant Proposal Letter brochure
(residential or commercial). If the proposal letter is emailed, a copy of the email is attached in

Log & Attachments l

The case is now Completed. All paperwork should already be scanned and attached to the case and can now be
shredded.

Returned Proposal Letters

There are occasions when a proposal letter is returned undelivered by the Post Office. Record in the Notes field
in the case that the letter has been returned undelivered. Attempts must now be made to contact the taxpayer
to ensure delivery of the proposal letter.

As the objection period is triggered by service of the proposal letter, all efforts must be made to ensure delivery
of the letter as the objection period clock must start again.

It is critical to record when a proposal letter was resent as this is the date that will be used to determine if an
objection has been submitted in time and is not time barred and thus, invalid.
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STAGE 4 — PROPOSAL LETTER

Example of a Signhed Proposal Letter

ERNMENT OF BERMUDA
Ministry of Public Waorks
Land Valuation Department

28 Oct, 207

Dear S Madam,

I accordance wiEh Section 26 of the Land Yaluation and Tax Act 1967, | hereby propose the faliosing amendmeant 1o e Vaiuaton List wall an efeche
dataof 01 Jan, 204T:

EXISTING ENTRY IN THE VALUATION LIST

Asssszment |Tax Coda Description Address fnnual Rental
Valus
§25,200
Assessmant | Tax Code Dezcription #rddress Anniisl Rental |
Mo, Valus
575,000
— |
THE ANNUAL RENTAL VALUES SHOWN ABOVE REPRESENT RENTAL VALUES CURRENT ON OR ABOUT THE VALUATION DATE OF
AST JULY 3014 AND NOT CURRENT LEVELS OF RENTAL VALUE
NOTES:
The properly was recently Inspected by this Department in connecsion with Buiding Parmit *s;r;ﬂﬂv s besn resded 1o refles the hattoric
adadions 10 the Iheng accommodation and scillary addilions, ncluding covered patios, 2 palio an | store. There was aleo the addition of & new
meimming pod under Bultding Parmit Atnough fese aferslions ook place some lime ago (all prioe to 20132), they hawe just come o the

altention of this Deparimenl

S \Divecter, Land Valuation

Should you hve sny questions reganding the propased change, pleese conact Damien Bavter quating [ TN =t 12+1127-resr.

CC: LAKD VALUATION APPEAL TRIBLNAL

Right of Objection
Shoukd you wish to object tothe proposed amendment, then you must de S0 wEhin 28 days aler the date of this ralice (if sondca by hand daleny or

emal]. I servce of s nolice |2 by pre-paid post, then you must do 5o withen 37 deys after tha dale of this natica. & Rerm Tar iraking an abjection can
be chiained onfine or from the Deparimend &t ihe address below

Land Tax Liability
Ay queries about the effects of the praposal on your and tax kabilfy should be directed o e Lang Tax Oficer on 297-7743 or 297-7537

Planming Mathars

This proposed emendment doss nol mnply approval of sny development fncluding a change of usa) or the granting of planning penmission sl Any
guestians regarding the planning status for this und should be directed o (ke Planning Departrment on 297-7758

Global House, 43 Church Street. Hamiion HW 12
P.0. Box HM 1364 Hamibon HM FX, Bermuda
Phone (£41) 297-7834. Email; dellictiigovbm  Wabsser waaw lancvaluation tm
"W wafye Bermuds”
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STAGE 5 — OBJECTIONS

Right of Objection

There are three opportunities when a person aggrieved can make an objection to proposed amendment to the
Valuation List:

1. The Draft Valuation List (six months following deposit of the draft valuation list)

2. A proposal to amend the Draft Valuation List (the latter date of the six month draft list objection period
or 28 days after the date of the proposal)

3. A proposal to amend the confirmed Valuation List (28 days after the date of the proposal)

In respect of the confirmed Valuation List, each person aggrieved has the right to object to the proposed
amendment made by the Department. This must be done within 28 days after the date of the proposal letter (if
service by hand delivery or email). If service of the proposal letter is by pre-paid post, then an objection must be
served on the Director within 31 days after the date of the proposal letter, in accordance with the provisions under
sections 25(4) and 72(3) of the Land Valuation and Tax Act 1967.

There is no cost when lodging an objection as the Land Valuation and Tax (Objection and Appeals) Rules 1967
safeguards the right of taxpayers to lodge objections without incurring the penalty of paying a fee upfront. The
fee (5567 per objection as of 1%t April, 2016) is payable in advance of the Land Valuation Appeal Tribunal hearing,
if no agreement can be reached following detailed discussions with the Department during the objection process.

The Objection Form

The prescribed form for making an objection can be obtained online at the Department’s website or from the
Department itself.

If the Objector is not the owner of the valuation unit, written authorization from the owner is required that the
objector is permitted to act on the owner’s behalf. This written authorization must accompany the notice of
objection at the time of submission. In addition to this, the bottom section of the prescribed objection form must
also be completed by the Objector.
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STAGE 5 — OBJECTIONS

Example of an Objection Form

FIRST SCHEDULE

Form A
The Land Valuation and Tax Act, 1967,

NOTICE OF OBJECTION

(1) Full firat
name(s) and
murnumas &f

abjucter(s). TAKE MOTICE THAT LV L0 carimass i smnnroansas e s siasansim annre asssssrans

1) Full sddress of O e o s R S L U TR

tpseT {Home) Telephane No......

* Delate whichever (Work) Telephone No.......

lie not appilcakble, Objmt w0
{a) The Draft Valvaton List
(b) A proposal by the Land Valuation Officer dated...........ccovweren e memend
the Draft Valuation List.
(c) A proposal by the Land Valuation Officer dated........ooor et amend
the Valuation Lise

P S— in respect of the following valuation unit (3
siustio

p.“":: description..
propesty
I llst. address.....
of which I am fwe are (not) the owner(s) and of which the assessment No.
) Imasrl g
o —— L F C S —

mumber from Bat.

(5 Mark whtn x in  Upon the follewing grounds (5
:f':::::;:""‘ [ (a) that the annual rental valve of any valuation unit appearing in the {draft)
redled upon. valuation list is incorrect or unfair having regard to other annual rental

values thereing
[ (b) that a valuation unit should not have been included in the (draft) valuation
list;

(c) that a valuation unit omitted from the {draft) valuation list should be

incleded therein;

[0 (dy thata valuation unit included in a serics or complex of valuation units as &
single valuation anit on the (draft) valuation list should be listed separately
in the (drafit) valuation list or omited therefrom;

[ e thatawvalvation unit listed separately in oromitted from the {draft) valuation
list should be combined with one or more others of a series or complex of
valuation units and listed as one single unit

U

[0 f) thatthe (draft) valuation list is incorrect in some other material particular,

(8} Sl out any (&)
additlens matlsr
an fha dothed
Hnes or n a
seporade
it oot

DIt THG i vk e O B v e b i it e - s ot

Sign
1IF YOIl ARE NOT THE OWKER OF THE VALUATION UNIT YOU MUST SERVE A
COFY OF THIS NOTICE ON THE OWNER(3) AND GIVE THE DATE OF SUCH
SERYICE HERE.

Dt of RErPIOr. s s e
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STAGE 5 — OBJECTIONS

Grounds of Objection

In accordance with sections 14 and 25(2) of the 1967 Act, any person aggrieved may object to a proposal for the
amendment of the Valuation List on any one or more of the following grounds:

a) that the annual rental value of any valuation unit appearing therein is incorrect or unfair having regard
to other annual rental values in the draft valuation list;

(b) that a valuation unit should not have been included in the draft valuation list;
(c) that a valuation unit omitted from the draft valuation list should be included therein;
(d) that a valuation unit included in a series or complex of valuation units as a single valuation unit on the

draft valuation list should be listed separately therefrom or omitted therefrom;

(e) that a valuation unit listed separately or omitted from the draft valuation list should be combined with
one or more others of a series or complex of valuation units and listed as a single valuation list;

(f) that the draft valuation list is incorrect in some other material particular,
and on no other ground.
Thus, objections based on the following are not valid grounds:

4+ Amount of land tax payable
%+ Rent control
4+ Non Bermudian market

The Objection Process

Upon receipt of an objection, all efforts are made to initially discuss and/or meet with the objector in the office
about the objection. In most cases, this quickly resolves the matter without the need for formally lodging the
objection and commencing the objection process.

Once it has been determined that the objection will run, and the objection has been vetted and is deemed valid,

an Cese subType *  [Obiection—proposal  case i created in MAGI. A general summary of the objection process is as follows:

4 Within one week of receipt of the objection, the Objector is sent a letter acknowledging the objection and a
copy of the Department’s Objection Process Guidance Notes. A copy of the objection is also forwarded to
the Land Valuation Appeal Tribunal via email and the original objection and paperwork placed in the Tribunal’s
filing cabinet located in the Department. Notification to the Tribunal is sent by either the Director or the
valuer assigned the objection case.
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STAGE 5 — OBJECTIONS

Example of an Objection Acknowledgment Letter

MEMT OF BERMUIGA

Ministry of Public Waorks

Land Valuation Department

8™ Aupgust, 2017

RE: Land Valugati
Addross:
Assessment #:

case - SN

| write to confirm receipt of your notice of objection to my proposal dated 13™ June, 2017 to
amend the 2015 Valuation List in relation to the sbove valuation unit.

| have forwarded your objection to the Land Valuation Appeal Tribunal. The issues ralsed in your
objection are being considered and 3 member of the Department will be in contact with you in
order to arrange a meeting to discuss your objection,

| must also advise you that in accordance with section 40 of the Act, you are still liable to pay land
tax on the proposed Annual Rental Value (ARV] even though there is an outstanding objection to
the proposal. Once the objection has been resolved and if there is an alteration to the proposed
ARY, your land tax bill will be adjusted accordingly.

Should you have any questions regarding your cbjection, please contact James Needham on 297-
7964 guoting the above case reference number.

For your convenience, a guidance note about the objection process is enclosed with this letter
Infarmation on land tax assessments, factors affecting your Annual Rental Value and other
frequently asked questions can be viewed on the Bermuda Government portal www.gov. bm by

sgarching for the Land Valuation Department, You can also visit www landvaluation. bm to search
the Valuation List for your Annual Rental Value.

Bhivere EEAT

Diane Elliott
Director, Land Valuation Department
Enc. Objection Process Guidance Notes

ct: Land Valuation Appeal Tribunal

Ghabal Howge, 43 Chusch Street, Mamilion Hi 12
.. Box MW 1384, Hamilton HM FE, Bermuda
Phaona {441) 397-7964 Emall: celolt@govtm  Welsite: wws Sy aluation, bm
We value Barmudy”
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STAGE 5 — OBJECTIONS

Objection Process Guidance Notes

GOVERNMEMT OF BERMUDA

Ministry of Public Works

Land Valuation Department

Objection Process Guidance Notes

The Land Valuation And Tax Act 1967 and Land Valuation And Tax (Objections And
Appeals) Rules 1967 sel out the statutory procedure for objections. Both Acts can be accessed
online at www.bermudalaws bm.

The following notes are to give you an indication of the stages and time frame for resolution of
your ohjection.

1) Receipt of objection

+«  Within 1 week of receipt of the objection, a letter acknowledging receipt will be sent to the
objector and taxpayer.

« The objection will also be forwarded to the Land Valuation Appeal Tribunal (the Tribunal).

2) Meeting

+  Within 4 weeks of receipt of the objection, a member of the Land Valuation Department
will contact the objector to organise a meeling to discuss the objection.

3) Resolution of the objection

« Following the meeting(s) to discuss the objection, a formal response to the objection as
required by section 15 of the Land Valuation and Tax Act 1967 will be sent to the objector,
taxpayer and the Tribunal.

¢ The Tribunal will, following receipt of the section 15 response, contact the objectar about
the next steps, whether the objection has been withdrawn, an agreement reached with the
department or if thare is to be a formal hearing.

Glahal Howse, 43 Church Sireet, Hamsilon HA 12
PO Bax WM 1384, Hemifton MM FX, Befmisda
Fhone (341 797-70964 Emall; delictt@gov.bm Wehsie: was tzndwalustion.bm
“Whe vakip Bermuda®
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STAGE 5 — OBJECTIONS

Example of an email to the Tribunal

Good Day Tribunal,

In accordance with the provisions of section 16 of the Land Valuation and Tax Act 1967, please be advised that a Notice
of Objection has been recaived in respect of the above property.

The following documents are attached for your reference:

- Motice of Objection
- Objection Acknowledgment letter and guidance notes

Regards,

Diane Elliott

Drirector

Goveermiment of Barmudas | Minlstry of Public Works | Land Valusation Department
Global House, 2™ Faor | 43 Church Street | Hamilton, Bermisda HM12

PO Box HM 1384 | Hamilten, Barmuda HM FX

T: il F97 7969 | E: delhott@gow.bm | W www. landvsfusthon. bm
Direct Land Valuatdon Deparsmenl Lins: 441 207 7964

“We value Barmuda™
@ THINKGR L
'::J'.QJ-IZ'I 1 iRt
- bz o prink
Confidentiality Statement
This email and any sttachments is confidential and intemded Solehy for the use of the individuesls) to whom it issdoressed. The imformation conteined in this messsge may be
mrivileped, confidentisl and protected from cisciooure. |F you ane not the suthor's intended recipient, be soved that you have reosier this smail in &mor snd thst sy uss,

dizseminetion, forearding, rinting. or copying of this amail is strictly profibibsd, B pou heve reosed this emeil in eTor plesse debete sl Copies and any stachments, both
eiectronic and printed, 2nd conkact the suthor immedistely. Thank you

«% The assigned valuer is to contact the Objector within four weeks of receipt of the objection case to discuss the
objection and/or arrange a meeting in the office or on site. Where possible, all attempts are to be made to
seek resolution of the objection, whether by withdrawal or agreement.

+ Each objection is dealt with on its own merits. Whilst the Department is pragmatic in resolving objections,
resolution must never be at the expense of undermining the tone of the Valuation List and other assessments.

#% Resolution of an objection may take several meetings and/or discussions. Once a position has been taken, a
formal written response to the objection will be sent to the Objector in accordance with section 15 of the
1967 Act. The response will state whether the objection is agreed to in whole, or in part or is rejected, with
the rationale for the Department’s position provided.
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STAGE 5 — OBJECTIONS

Resolution by Withdrawal or Amendment

In accordance with section 13 provisions of the 1967 Act, withdrawal of an objection can be both verbal or in
writing, and can be made by the Objector or his authorized agent. All attempts are made to secure a written
withdrawal for both the Department’s and Tribunal’s records.

Where an objection is withdrawn, the Tribunal is notified and the case completed in MAGI. The Tribunal’s
Department files are updated accordingly.

In the instance where an objection is resolved by agreement to amend the ARV, the Tribunal is notified of the
agreement and a Tribunal Direction Letter is emailed to the Chairman for his signature. The Direction Letter will
specify the agreed ARV and effective date of the subject valuation unit.

The signed Direction Letter is emailed to the Office of the Tax Commissioner, copying the Objector, by the valuer
responsible for the objection case. A copy of the Direction Letter is logged in MAGI.

A “dummy” proposal is generated in MAGI in order to update the Valuation List with the agreed ARV and the
objection case then completed. The Tribunal’s Department files are updated accordingly.

Example of a sighed Direction Letter

=7
;gw
gl |
Lo
GOVERMMENT OF BERMUDA

Ministry of Public Warks
Land Valuation Appeal Tribunal

9" May 2017

Tax Commissioner

FB Perry Building

40 Church Strest

City of Hamiiton HM 12

Dear Madam,

Re:  Land Valuation and Tax Act 1967
Objection to 2015 Valuation List

==

In accordance with the provisions of Section 201} of the Land Valuation and Tax Act 1847, | direct the fallowing
amendment to the 2015 Valuation List

Annual Rental Value:  $33,800

Effective Date 1% January, 2016
/
173
ny
11 A\ 10 /5
1 | N il
JaifPaghai | | ) i
cm:isfmm ) Date
I /
|
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STAGE 5 — OBJECTIONS

The Tribunal Process

Should there be a breakdown in communication or no possibility of resolution, the objection will be referred to
the Tribunal for a hearing. This is the option of last resort, but in the minority of instances, cannot be avoided.

In accordance with section 15 of the 1967 Act, the Tribunal are informed by the Department that a resolution
cannot be reached and that the matter is referred to them for a hearing.

Once a hearing date has been agreed with all parties, the Tribunal will issue a Tribunal Hearing Notice to the
Objector, the Director and the two other Tribunal panel members selected for the hearing. The notice contains
information on the following:

4+ Hearing date, time and venue

4+ Procedural requirements for the Objector in relation to written submissions, representation at the hearing,
payment of the hearing fee, evidence etc.

4+ Procedural requirements for the Director

The onus of proof is on the Objector to demonstrate that the ARV appearing in the Valuation List is incorrect or
unfair.

At the Tribunal hearing:

4+ The Objector will be invited to present their case first. The Department and Tribunal members will be allowed
to ask questions.

4+ The Department will then make its presentation, which is also followed by cross-examination questions from
the Objector and the Tribunal members.

Evidence before the Tribunal

In determining an objection to a Draft Valuation List, the Tribunal shall have regard to market rental evidence,
subject to section 7(2A) of the 1967 Act, as well as annual rental value evidence in the Draft Valuation List and
shall determine what weight, if any, to give to such evidence.

The Tribunal must have regard to both and decide in an individual case the weight to be attached to each.

However, in determining an objection to a proposal to amend a Valuation List (once the Draft Valuation List is
confirmed), the Tribunal shall only carry out a comparison exercise of the ARVs in the Valuation List, with the
object of ensuring that the annual rental values in the Valuation List are fair one with another. The Tribunal shall
not have regard to market rental evidence.
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STAGE 5 — OBJECTIONS

The Tribunal Decision

Within three weeks of the hearing, the Tribunal Chairperson will issue a written decision, unless otherwise
expressly stated.

If the Tribunal has determined an amendment to the ARV, a copy of the Decision Letter is to be emailed to the
Office of the Tax Commissioner and a “dummy” proposal served to update the Valuation List. The case can then
be closed in MAGI.

It should also be noted that in accordance with section 24 provisions of the 1967 Act, either party to the Tribunal
proceeding can appeal to the Supreme Court within 21 days after the Tribunal has delivered its decision.

However, no appeal to the Supreme Court under this section shall lie except upon a ground of appeal involving a
question of law alone or upon a ground involving a question of mixed law and fact.

Land Valuation Appeal Tribunal Handbook for Tribunal Members

Please take time to familiarize yourself with the contents of the Tribunal Members Handbook. This Handbook is
a comprehensive overview of the role, function and remit of the Tribunal, hearing procedures and includes
information on the Department, relevant legislation and valuation methodology. This Handbook, as well as the
Department’s objection pages on the website, provide pertinent information in relation to the objection process.
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CONCLUDING REMARKS

The Maintenance of the List work is the Department’s “bread and butter” work and is essentially the reason for
the Department’s creation in 1967 and continued existence.

As cited earlier in this reference guide, objectivity and attention to detail must always be first and foremost when
dealing with MoL work. This high standard is expected from all persons, from the Receptionist to the Director.

As is often emphasized, our errors literally cost the taxpayer as land tax is based on the ARV that this Department
places on a valuation unit.

Historically, 75% of the Department’s Mol case work is generated by Completion Certificates from the Planning
Department. However, this trend is currently changing as the Department places less reliance on Planning
Department for case creation as we generate our own proactive MoL work. There are a myriad of reasons for this
transition, including, but not limited to:

Decrease in the volume of Certificates being issued by Planning
Unreliability on the information contained in the Certificates
All Survey scans are now attached to the assessment numbers in MAGI

= = + &

Access to both historic and current aerial imagery

Customarily, the Department conducted a property inspection in response to the Completion Certificates,
irrespective of the type of works being signed off. This provided an opportunity for the Department to update its
survey records and to create digital Apex drawings for properties. However, with a decade of digital Apex
drawings and the ability to check if a building footprint has changed from the desk, the Department can be more
selective with property inspections.

The Department was notified in Summer 2017 that 13,000 historic building permits were to be signed off by
Planning as a result of their migration to a new IT system. In response to this unprecedented volume of work, the
Department put in place a programme of targeted inspections to deal with the receipt of 150 additional
Certificates per month over the next 7 years.

With the property surveys now scanned into MAGI, changes to a building’s footprint can be checked right from
the desk with the aid of aerial imagery. As a result, only properties where there have been changes to the footprint
are inspected by the Department. This effectively eliminates “No Action” cases and better employs the
Department’s limited resources. A targeted inspection programme guarantees land tax revenue generation as
property inspections will now result in an increase in ARV in 99.9% of MoL cases. The Department is rapidly
shifting to this new way of doing business, which echoes the current Minister’'s mantra “Business as usual just
won’t do!”.
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CONCLUDING REMARKS

As the Department continues to grow and develop, it is inevitable to some practices, policies and procedures
stated in this guide will change or even become redundant, in some instances. As the needs of the Department
and the Mol work evolves, so too will the content within this manual.

‘There is no more reason to think that t/fey exJaectec[ the world to remain static than there is to think
that any cf wus helds a cry&taf ball. The on/y way to create a ﬁuntﬁra’onaf document that could stand”
the test (f time was to build in enouj/; ﬂemz’ﬁz’fz’t}/ that Jater - generations would be able to acﬁzJot 7t to

“

thetr own needs and uses.

- Diane Wood
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CASE STUDIES

Below are some ‘real life’ case examples which will be helpful to use as a cross reference for the myriad of
scenarios encountered by the Department. By reviewing these cases, you will see the rationale for why various
actions were taken for each case and how each scenario was dealt with.

Be mindful that although there are overarching guidelines and parameter, each case is viewed and judged on its
own merits given the plethora of unique scenarios. Thus, there is no “one size fits all” application. However, the
examples below are a good framework to outline and illustrate various actions taken by the Department and are
to be used as a guide.

The details for each of the below referenced cases will be recorded in the logs and the notes section of the case.
The six digit number is the case number, with a brief sentence explaining what happened with the case.

Cases - No Proposals Served:

-.This is a simple No action, No change case.

‘De Minimis’ changes picked up during the resurvey. Minor change to ARV — Over ride — No

Action, No Change.

B - garage constructed. However, there were some historic errors in the previous drawing
plan. The new garage and errors have cancelled each other out and consequently, this is a No action, No
change.

B Property inspected as checking for completion of works. Works are still incomplete - No action,
No change.

B v solar panels and ‘De Minimis’ changes picked up. Over ride ARV and reflect changes at
next Revaluation.

Cases - Alterations and Additions:

I Changes to a property made over a decade earlier. Works just picked up by the Department and
proposal served (i.e. wording for the proposal and the effective date)

- New swimming pool and removal of old historic end allowances. Proposal served.

- 2 units, both seen minor alterations for historic works. 2 proposals served.

- - A 2 unit property that saw alterations to the main unit (proposal served) and ‘de minimis’
changes to the apartment which were over ridden.

Changes to ancillary areas mainly and proposal served as a result.

- New 2nd story addition, proposal served.

Historic alterations and additions. Proposal served.
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CASE STUDIES

Cases - Brand New Units/Buildings:

I \ew detached single dwelling unit constructed and proposal served to bring into the Valuation

List (view for choice of zoning, modernity and reduction in basement living area for limited natural light)

- - New large high end property with pool, tennis court and apartment just built and brought into
the Valuation List. View this for choice of zoning, modernity, amenities and quantum factor applied.

Proposal served.
- - New large high end property with pool. Applicant deliberately withheld completing in order to
avoid land tax, effective date issues. Proposal served.
- -~ single property which had basement excavated to create a new 2" dwelling unit (apartment).
Therefore 2 proposals served i) to reduce the main unit and change it from a H to A and ii) to bring in the
newly created lower Apt.
- 2 new semi-detached townhouse units built and brought into the Valuation List. See case for
end allowances for modernity and semi-detached (-5%).

- I - New 3¢ dwelling unit to an existing 2 unit property. Other 2 existing units have changed and
also been served proposals due to the internal reconfiguration and change from HA to A for the main unit.
I nternal conversion of garage and small additions to create a new 2nd dwelling unit. House now
a House/Apartment. Proposal served.

- -— Alterations and additions made to main unit and the conversion of former pool house into a
separate 2" dwelling unit. Proposal served.

- New 2nd dwelling unit created out of a subdivision of the former main unit with some minor

alterations and additions. Shared pool. Both units now classed as Apartments.

- T 3 new dwelling units brought into the Valuation List. Certificate was for the main unit only due
to issues with one of the external stairways leading to the lower level. From a LVD perspective, all units
are capable of beneficial occupation and have been brought into the Valuation List

- -- 2 proposals served after subdividing the former guest unit into a separate 2nd dwelling unit.

Changed the main house from a H to a H/A as a result.

Cases - Classification Changes:
) Apartments which were both modified and 1 of the units was changed from an ‘Apartment’
to a ‘House/Apartment’. Proposals served.

- -— Change of use of a unit from a commercial to a residential unit. Proposal served.

Cases — Uninhabitable Condition (Section 68):

- Grant of Section 68 relief due to property being incapable of beneficial occupation (See

checklist, photo, logs etc.). Proposal served.

- - Property is in a poor state of repair, incapable of beneficial occupation - Section 68 granted and
proposal served.

- - Removal of a Section 68 (uninhabitable) following renovations and refurbishment works on a
2 unit property. Proposals served.
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CASE STUDIES

- -— Removal of a Section 68 (uninhabitable) following renovations and refurbishment works on a
single unit property. Proposal served.

- -— Section 68 granted due to a combination of minor defects rendering the property incapable of
beneficial occupation. Proposal served.

- -— Section 68 property that part of the dwelling is currently lived in and in a habitable condition,
part is not. Proposal served to assess the livable section of the dwelling.

Cases - Demolitions/Removal from Valuation List:
- -— Demolition of a property which should be removed from the Valuation List. Proposal served.

- I - A Section 68 property which is little more than a ruin and as a result the property has been
deleted from the VL. Proposal served.

Cases - Property held by a Non-Bermudian:

- -— Non-Bermudian property given permission for a 2nd assessment number for the conversion of
the former store into a detached cottage. 2 Proposals served as a result.
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