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For Educational Purposes Only:

 The material within is intended to give the course participant a solid 

understanding of general principles in the subject area.  As such, the material 

may not necessarily reflect the official procedures and policies of the Georgia 

Department of Revenue or the Department’s official interpretation of the laws 

of the State of Georgia.  The application of applicability to specific situations of 

the theories, techniques, and approaches discussed herein must be determined 

on a case-by-case basis.
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 CAN YOU HEAR WHAT IM  PUTTING DOWN?



IS IT A POLICY OR A PROCEDURE?

Are you setting a standard for your 

office?

Are you providing instruction and 

guidance for your staff?



POLICIES

Although not required by law, it is 

considered proper practice in today’s 
office environment.



WHAT CAN POLICIES DO FOR YOU?

Good Policies help provide for efficient 

operations throughout your office by 

providing set standards for staff to 
follow.



WHAT ELSE CAN POLICIES DO FOR YOU?

Help employees know 

what is expected of them 

and what they should do 

in certain situations.



AND YOU KNOW WHAT ELSE?

Reduce

 RISK



HAPPY STAFF, HAPPY LIFE!



IS IT A GOOD OR BAD POLICY?



DO’S AND 

DON’T’S



EXAMPLE OF A 

GOOD POLICY!



BAD POLICY



 

BAD POLICY

We  have an

 UN-WRITTEN

 Policy



TOO MUCH 

POLICY



TOO MUCH 

POLICY



Living Document

APPROVAL OF 

POLICIES

Have the Board 

of Assessors 

VOTE on it

Date it

Have the Chairman of 

the BOA sign it

Make sure everyone has an 

updated and revised copy 

of the new policy



POLICIES TO CONSIDER

Error and Release 
Split and Combine 

Properties
Audit Selection 

Criteria
Homestead 
Applications

Dress Code
Motor Vehicle 

Appeals
Attendance and 

Leave Policy

Designation for the 
Tax Commissioner 
to Receive Returns



POLICIES TO CONSIDER

Virtual 
Meetings 

Vehicle Use 
Policy

Construction 
in Progress

Records 
Retention 
Schedule

Media PolicyReasonable 
Notice

Common Area
Open 

Meetings 
Policy



POLICIES

What other policies 

could benefit your 

county?



PROCEDURES



REQUIRED PROCEDURES

FIELD

 INSPECTIONS



 Define the objective.

 Understand who the procedure is being written for.

 Break down the process.

 Consider the desired effect.

 Use Clear and Concise Language.

 Be Specific

 Include Visual Aids (Pics of Different Grades and 
Depreciation)

 Seek Input and Feedback (make your staff part of the 
process)

 Revise when necessary

 Review and Update Regularly

WRITING GOOD 

PROCEDURES



  FIELD INSPECTIONS - 560-11-10-.09(1)(D)2(I)



560-11-10-.09(1)(D)2(I)

(i) Field inspections. The appraisal staff shall develop 

and present to the board of tax

 assessors for approval procedures that provide for 

periodic field inspections to identify

 properties and ensure that property characteristics 

information is complete and accurate.



560-11-10-.09(1)(D)2(I)

The procedures shall include guidelines for the physical 

inspection of the property by

 either appraisers or specially trained data collectors. The 

format should be designed for

 standardization, consistency, objectivity, completeness, easy 

use in the field, and should facilitate later entry into a 

computer assisted mass appraisal system, when one is used.



560-11-10-.09(1)(D)2(I)

When interior information is required, the procedures 

shall include guidelines on how

 and when to seek access to the property along with 

alternative procedures when such

 access is not permitted or feasible.



OTHER PROCEDURES

CUVA and FLPA application process

Appeals Procedure

Appraising Property when access in denied

Procedures for receiving homestead applications

 Interior Inspections

Field Review Frequency (3 years)

Refusal to Enter a property

Sales Qualification

CAMA Procedures (County Specific)

Mapping



POLICIES


	IM SORRY, ITS OUR POLICY!
	INSTRUCTOR INFORMATION
	IS IT A POLICY OR A PROCEDURE?
	POLICIES
	WHAT CAN POLICIES DO FOR YOU?
	WHAT ELSE CAN POLICIES DO FOR YOU?
	AND YOU KNOW WHAT ELSE?
	HAPPY STAFF, HAPPY LIFE!
	IS IT A GOOD OR BAD POLICY?
	BAD POLICY
	APPROVAL OF POLICIES
	POLICIES TO CONSIDER
	POLICIES TO CONSIDER
	POLICIES
	PROCEDURES
	REQUIRED PROCEDURES
	WRITING GOOD PROCEDURES
	FIELD INSPECTIONS -560-11-10-.09(1)(D)2(I)
	560-11-10-.09(1)(D)2(I)
	OTHER PROCEDURES


