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I. BASIC INFORMATION ABOUT PETITION FORM DR-486

1. COMPLETED BY CLERK OF THE VALUE ADJUSTMENT BOARD (VAB)

A

O 0O W

Petition # - Will be assigned by the Axia system after petition/payment is posted.

County - Always "Lee". - Clerk should fill this in before entering petition information into Axia.

Tax Year: Clerk should fill this in before entering petition information into Axia.

Date Received: Complete and initial after processing is complete and there are no problems with the petition.

2. PART 1. Taxpayer Information - ** indicates required information

T

J

** Taxpayer name: The property owner's name.

Agent: To be completed if petition is filed by anyone other than the property owner.
See NOTES on page 4 for additional information on agent filing.

** Mailing address for notices: If an agent is filing, this should be the agent's full mailing address.

** Parcel ID and physical address or TPP account #: Parcel ID for Real Property is 17 digits long.
TPP account # usually begins with two letters (for instance, BB), and is 10 digits long.

** Phone and fax: At least one valid telephone number should be provided.
Email address: Be sure to enter accurately just as provided by the petitioner.

Petitioner preference for receiving information: Some notices will be emailed if email is
checked. If no boxes are checked, preference will be "US Mail".

Send a copy of the real property record card or tangible property worksheet. If this is
checked, the appropriate card or worksheet will be mailed with the hearing notice.

"Will not attend hearing" If this is not checked, and the petitioner does not appear for the
scheduled hearing, the petition will be denied in accordance with DOR rules.

** Type of property: Only one should be checked.

3. PART 2. Reason for Petition - ** indicates required information

A
B
C
D
E
E

** Only one box should be checked. If more than one is checked, another petition is needed. (See Section Ill.B.)

Exemption type must be entered if "Denial of exemption" is checked.

If "Tangible personal property value" is checked, entry in 2.D must be 10-digit TPP Account #.

"Check here if this is ajoint petition" If this box is checked, refer to "joint petitions" requirements on page 26.

"Enter the time you think you need" If left blank by the petitioner, the entry is "15 mins"

"There are specific dates ..." If box is checked, a list of dates must be attached.

4. PART 3. Certification

A Signature, taxpayer - Taxpayer must sign if there is no agent, or if there is no entry in 4.D and
no letter of authorization from the taxpayer.

B ** The taxpayer or agent name should be printed clearly, and the petition must be dated.

C If signed by "agent" (and not Taxpayer), there must be a Professional license number in 4.D,
or a letter of authorization from the taxpayer must accompany the petition.

D Professional license number - If an agent has signed in 4.C, this field may be completed.

E If petition is being filed after the statutory deadline (varies for different types of petitions),
this box must be checked and a statement of reasons for late filing must accompany petition.

Form ECU
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PETITION TO THE VALUE ADJUSTMENT BOARD DRz

REQUEST FOR HEARING R.1202
= 2 anﬂamuﬁﬂ;gﬁg%ﬂg
g M

You have the right to an informal conference with the property appraiser. This conference is not required and does not change
your filing dus date. You can present facts that support your claim and the property appraiser can present facts that support
the correctness of the assessment. To request a conference, contact your county properly appraiser.

For poriability of homestead assessment difference, use form DR-4858FPCRT. For deferral or penaltes, use DR-4850F.

COMPLETED BY CLERK OF THE VALUE ADJUSTMENT BOARD (VAB)
T | [Petiion= @ Caunty @ TauYear [ || Date received @

COMPLETED BY THE PETITIONER

2 | PART 1. Taxpayer Information

ITaxpayernarr-& @ Ageni

Mailing Parcel |0 and
addrese @ physical address @
far notices or TPP account #

Phone @ Fax Email @

The standard way fo receive information is by US mail. If possible, | prefer to receive information by [ |Email [(Jrax @
[] Send me a copy of the real property record card or tangible property worksheet with my hearing nofice.

[ I will mot attend the hearing but would like my evidence considered. In this instance only, you must submit duplicate copies
aof your evidence to the value adjustment board clerk. Florida law allows the property appraiser to eross examine or abject to
wyour evidence. The VAB special magistrate ruling will coour under the same statutory guidelines as if you were prasent.

Type of property: [] Res. 1-4 units [ Industrial and miscellansouz [ High-water recharge [[] Historic, commercial or nonproft
[] Commercial — [] Res. b+ units [ JAgriculturs] or classified use [ ]Vacant lots and acreace ] Business machinery, equipment

TO00G

FART 2. Reason for Pefition  Check ene. If more than one, file a separate pefition.
| | Real property value [] Cenial of exempticn. Select or enter type: j

[ ] Denial of classification [] Denial for lats filing of exemption or classificanon. Irchidz a date stamped copy of apelication.
[ ] Parentigrandparent reducion [] Tangible personal property value. A reten reauired by 5. 133.052 must have keen filed. (5. 184,034, F5. @

|:| Check here if this is a joint petibion. Attach a list of parcels with property appraiser's determination that parcels are
substantially similar. (5. 122.011(3){e) and {f). F.5.}

Enter the fime you think you need to present your case. Most hearings take 15 minutes. The VAR is not bound by
minuses  the reguested time. For single joint petitions for multiple parcels, provide the time needed for the entire group.

[] There are specific dates | or my witnesses will not be available to attend. | have attached a list of the dates.
ou have the right to exchangs evidence with the property agpraiser. To initiate the exchangs, you must suemit your eviderce direcily to the propery
aepraiser at least 15 days before the hearing and reguest the progerly acgraisars evidence. A% the hearng, vou have the right to have withesses swom.

PART 3. Certification

Lnder penaliies of perjury, | declare that | am the owner of the property described in this petfition or the avthorized agent of
the owner for purposes of filing this pefition and for purposes of becoming agent for service of process under 5. 184 011{33g).
F.5., and that | have read this petition and the facts stated in it are truse.

Slgnaiure. laxpayer Frint name Date

O

Slignature, agent Professlonal llcense rumiber or FBM
& petition filed by an unlicensed agent must be signed by the taxpayer or include written authorization from the taxpayer.

@ [ ! am filing this petition after the pefition deadline. | have attached a statement of the reasons | filed late and any
documents that support my statement.

Your petiion will not be complete until you pay the filing fee. When the VAB has reviewsd and acceptad it, they will assign a
number, send you a confirmation, and give a copy to the properly appraiser.

BECCIC)

O

Return to Table of Contents
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VERIFY INFORMATION ON CHECK USED FOR PAYMENT

(If payment is made in cash, go directly to Ill on page 4).

The VAB reserves the right to reject "starter" checks, third-party checks, bank "counter" checks and any other form of
payment not in accordance with sound business practice.

1. CHECK OR MONEY ORDER REQUIREMENTS
a. Date must be current date or no more than 60 days prior to current date.
b. Check/Money Order must be made payable to "Clerk of Courts", "Clerk of Circuit Courts", "Lee County Clerk of Courts",
or "Lee County Value Adjustment Board". If mailed check is payable to the wrong party, give the check/petition to the
Lead VAB Clerk or Office Manager for further action.
c. Numeric amount and written amount must match. See chart below for the required amounts for various types of
transactions.
d. The Check/Money Order must be signed.
@ 12345
Fatithonms Faywd Pui
W it (1 -
" gy dodi wik 5,. FFG?
Paw 1o s o
bl L CounTy CVave L (oukZS @, 7
w r',;ﬂt:r — Dullia E -y
CLUB
_‘4\ FIFTY-THRIE
FIFTH THIRD BANK
Feor., — - @ -
BANN ROUTING NUREER B ACCOUNT NUMBER O CX MUMPER
2. FEE CHART
As petitions are entered, Axia will automatically calculate the fees due.
Except for the simplest transaction (1 petition, 1 parcel), it is best to wait until all petitions and parcels
are entered before entering the payment information.
# # Base
Transaction Type Petitions | Parcels Fee Plus Total
Single Petition Type, Single Parcel il il 15.00 0.00 15.00
Single Petition, Two Contiguous Parcels 1 2 15.00 10.00 25.00
Two Petitions, One Parcel Each 2 2 30.00 0.00 30.00
Single Petition, Three Contiguous Parcels 1 3 15.00 15.00 30.00
Single Petition, Two Petition Types 2 1 15.00 | Waive Fee 15.00
Single Petition, Multiple Contiguous 15.00 +
Parcels or Condo Units (see pg 25) 1 n 15.00 | (nx$5.00) | (nx $5.00)
Return to Table of Contents
Form ECU
Approved 8/12/2011
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lll. ENTER PETITION INFORMATION
A. PETITION ENTRY BASICS

1. IMPORTANT NOTES BEFORE YOU BEGIN TO ENTER A TRANSACTION:

a. If there are any problems with a petition or check, please complete a Form PFI, attach it to the front of the petition

paperwork, and give it to the Lead VAB Clerk or Office Manager immediately for corrective action.

b. If an agent is filing the petition, verify that at least one of the following is true:

(1) A Professional License Number or Florida Bar Number (FBN) has been provided, or

(2) The taxpayer and the agent have both signed the petition, or
(3) A letter of authorization from the taxpayer is attached to the petition.
If none of these conditions is met, do not process the petition.

Give the petition and paperwork (with a completed Form PFI) to the Lead VAB Clerk or Office Manager

PART 3. Certification

Under penalties of perjury, | declare that | am the owner of the property described in this petition or the authorized agent of
the owner far purposes of filing this petition and for purposes of becoming agent for service of process under s. 194.011(3)(g),
F.S., and that | have read this petition and the facts stated in it are true.

Signature, taxpayer Print name Date
@ @
Signature, agent Professional license number or FBN

A petition filed by an unlicensed agent must be signed by the taxpayer or include written autherization from the taxpayer.
[] I'am filing this pefition after the petition deadline. | have attached a statement of the reasons | filed late and any
documents that support my statement.
Your petition will not be complete until you pay the filing fee. When the VAB has reviewed and accepted it, they will assign a
number, send you a confirmation, and give a copy to the property appraiser.

c. If you must "abandon" the transaction entry before entering payment information

(1) Use the "Cancel" button [ Cancel ]at the bottom of the "Petitioner/Agent/Payments" window.

(2) Do not use the "X" at the top of the window.

o~

transaction

Use this to abandon
a transaction

f @b Do not use this to
@ abandon a
@ Receipt ({ Label @ void i Delete @
ot #
Parcel ID
Name
Address1
Address2
City St Zp
E-Mail
Phone1 Phone2
Time Req hd
Fax
Password
Dates NA
Contact Pref v
Payment Type Amount Ref/Check No Image
v

Petition Fees $0.00

Convenience Fees £0.00

Total Fees 50.00

Total Payments $0.00

Over/Short $0.00 @

oKFy) K[ Cancel )
——

d. If vou discover a problem after entering payment information, do not navigate away from the payment screen.

Ask the Minutes Manager or Lead VAB Clerk for help.

2. LAUNCHING AXIA

Each clerk who is responsible for entering petition data will be provided with information needed to access the system.

Return to Table of Contents

Form ECU
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3. "AXIATOOL BAR" WITH DROPDOWN MENUS - LOCATED ON THE AXIA "MAIN PAGE"

a. Only the "File" menu is used for petition entry, except for "Agent Upload" transactions. (See Section E)

b. The "Close Out" Menu will be used daily to reconcile individual clerk transactions.

' * Axia - Value Adjustment Board Software (User

__?eﬁtions Hearings Reports admin Help

4. BEGINNING A "NEW TRANSACTION"
Instructions on pages 5-17 apply to all petitions.

After the initial petition or parcel has been entered, additional instructions will be provided for:

Petitions for a single parcel with more than one "Reason for Petition" (Petition Type) - (pgs 18-21),

Multiple petitions in one transaction (all paid for with one check) - (pgs 22-25),
Single petition with multiple condo units or contiguous vacant parcels - (pgs 26-32).

a. Click on "File".
b. Select "New Transaction".
@ FlleLPet'ltions Hearings Reports Close Qut Admi

_ New Transaction F2
@ m File a new petition inthe Axia system
Open Transaction
QOpen atransaction by its unigue ID

=7
0Open by Petition Number

D Show a petition by its assigned number
Log Off

- End yoursession andshowthelogin screen

Exit

Log offand closeAxia

c. The "Main Transaction" window will appear with a status of "Transaction Not Loaded".
d. The "Petitioner/Agent/Payments" window will be displayed.

/New Transaction
# Transaction Not Loaded
- @ 6 0 of 0 6 @ JumpTa:I:I @
LEERD MBRTE Waive Fee Good Cause Pefition | @@ _
: } : - i @ Receipt () Label @ Void i Delete @ _
Receipt Information Hearings L)
hostz | |[& ome | [ et |
Parcel D | |
Petition Information Additional Information Name | |
Petition # l:l * Petition Fee: $0.00 Address | |
Tpe [ | Gickhere & Pettion Type Address2 | |
Released Coy St Zp | | | |
[C] Will Not Attend Hearing [ Edit Late Fiing Reason | [ Prirt DR4B5WCN Remand | Evs | |
EEE— | Pt |
- ﬂ 6 0 of 0 6 @ JumpTﬂ:l:l Time Req | ~
Lﬁ Lb @ E ﬂ Parcel Status s = |
Parcel Information Property Values Password )
Parcel ID | | Q Before Carrection iates NA | ot
80.00 £0.00
Type of Property 000 .00 Cortact Pref | vl
owner | | $0.00 LI | Payment(s) |
$0.00 £0.00 Payment Type Amount RefiCheck No Image
Address |
50.00 £0.00 b
Gy Zp | 50.00 50.00
DOR Use Eick hereto chanse 5000 5000
e TR Patticr Fees 50.00
Final Decision l:l Clic sion & = l _ %;ﬂaﬁ:re Fees gﬁ
Magistrate Worksheets Total Payments $0.00
Exem Spec.Codes | | Over/Shot $0.00
B —
Property Information
Address | |
cvaz | [ —

Return to Table of Contents Return to page 18 Return to page 22

Return to page 28

Form ECU
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5. ENTRIES INTO THE "PETITIONER/AGENT/PAYMENTS" WINDOW

Basic information is taken from PART 1 of the petition form. (See page 2)

L] H [ B L] - H
PART 1. Taxpayer information
(0 = ®

i

a. If an agent is filing the petition, enter the "Agent #" (if provided) or use Agent Lookup to obtain Agent information.

If an agent is not filing, go to Section 5.b. on page 7.
(Do not enter a parcel number in the "Petitioner/Agent/Payments” window if an agent is filing.)

To perform Agent Lookup:

(1) Click on the "Agent" lookup icon iy Agert

i@ Receipt (Ju Label @) vaid T5 Delete ﬂf.

| PetitionerfAgent Infomation

Agere B
Parcel ID
Hame

(2) Enter all or part of the Agent's name. (3) Select search criteria. (4) Click on "Search"

s b Search Agent

Agent Name: |F‘F~!OFESSIONAL Starts With Search

Exact Match

|
(@) Ends With @)
I Contains @ I

If the Agent name is not in the list, click "OK" in the "No Records Found" dialog box, close the "Search Agent" panel,
and go to Section 6.a. on page 9,

No Records Found

\ 1 ;' Mo records found matching your criteria.

(5) From the "Search Agent" dropdown list, locate the correct Agent and double-click the row.

s b Search Agent - 5 Records Found
Agert Name: [PROPERTY Satswin v
UserlD . Active | User Code . User Nams [ Role [ User Type .
True Da52 PROPERTY TAX CONSULTANTS 20 AIGENT
True N PROPERTY TAX COUNSELORS 20 AIGENT
@ : : PROPERTY TAX PROFESSIONALS INC 0 AGENT
True (455 FROFERTY TAX SERVICES 20 AGENT
True 0456 PROPERTY TAX SERVICE COMPANY 20 AIGENT

Return to Table of Contents  Return to page 18 Return to page 22

(6) You will be returned to the "Petitioner/Agent/Payments"” window with basic Agent information completed.
Go to page 9 for instructions on completing the petitioner and payment information.

Form ECU
Approved 8/12/2011 Page 8 of 37



Parel Dy ||

hame |PROPERTY TAX PROFESSIMALS INC
" | sddesst 4241 NORTHLAKE BLVD SUITE B

Addresed

Oty 5 Zo |[PALM BEACH GARDE | FL | 33410

EMsd

Prorel  |5616276551

b. If the taxpayer is filing his/her own petition (no agent). Return to page 6 Return to page 18

COMPLETED BY THE PETITIONER

PART 1. Taxpayer information

Texpeperrame (1) I“"“

(1) Type in the "Parcel ID" (numbers and letters only, no dashes or dots), and hit the "Enter" key.

¢ @y Receipt (i Label @ void ' Delete @ g
e —
At | [ & owner | [ Agent |

@ Parcel 1D ([21442606000240060) |

(2) If Parcel ID is correct, name/address information from the Property Appraiser's database will auto-populate.
Go to page 9 for instructions on completing the petitioner and payment information.
If the Parcel ID is not provided or is not correct, go to Step "c." below.

| @ Receipt (L4 Label @ void ' Delete | @ =
[PetitoneriAgent infomaton |
dgert# | & ower | | rgent |

Parcel ID | 21442606000240060
Name  |KLEIST JAMIE L+

|
|
@ Address1 |5{]'1EBILLINGSST |
|
|

Address2 |
Ciy &t 7p |LEHIGH ACRES |[FL ][33971

c. If Parcel IDis not provided or is not correct, use the Owner Lookup to find the correct parcel.

(1) Click on the "Owner" lookup icon

| O Receipt (L Label @ Void 15 Delete @

PetitionedAgent |nformation
gt | '
Parcel ID

Return to Table of Contents Return to page 22

Form ECU
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(2) Enter all or part of the Owner's name.
(3) Select search criteria.
(4) Select "Search".

f® Search PAD Data

Parcel 1D: | @ w

@ Owner Name: (]_KLEI _;:l
Aodress | Ends With
. Contains
et | Exact Match

(5) From the "Search PAO Data" dropdown list, locate the correct "OwnerName" and double-click the row.
If the Owner has multiple properties, use the address to determine the correct parcel.

f® Search PAO Data - 6 Records Found

Parcel ID: | | | v|
Owner Name: ~ [KLEIST | | Stats With v|
[ Search ]

Address: | | | v|

Legal: | | | v|
PAODatalD FolioNumber Ownerlame Ownerfddress Owner(
(275108 334725B4004400000 KLEIST AAR0ON R + 33003 MARIE LN SAINT R
423182 044825B4022061020 KLEIST BYRON E + 33003 MARIE LM - SAINT R
155060 20452411000002470 KLEIST ELEANORE L'E PO BOX 14210  CLEVEL
303462 21442606000240060 @ KLEIST JAMIE L + 5016 BILLINGS.. ' LEHIGH
42115 014423C2024310150 KLEIST KATHRYM 840 DEEP LAG..  FORT
140542 364324040000A0020 KLEIST MARGUERITETR 1401 TORREYA. NFT M

(6) You will be returned to the "Petitioner/Agent/Payments" window with basic owner information from the Property
Appraiser's database completed. Go to page 9 for instructions on completing the Petitioner and payment
information.

i @ Receipt (i Label @ Void @ Delete | M

PetimionerfAgent Infc Aatio

|I_ﬁ,,0wner || Agent |

Parcsl ID|21442606000240060 |
Name  KLEIST JAMIEL+ |
Address1 5016 BILLINGS ST |
|
|

Agent # |

Address2 |
Gty St Zp |LEHIGH ACRES

I|FL [[33971

d. If neither Parcel ID entry nor Owner Lookup returns correct petitioner information, please check with the Lead
VAB Clerk or Office Manager. The parcel may be classified as "Confidential" in the Property Appraiser's database, and
the petition will require special treatment.

Return to Table of Contents Return to page 6 Return to page 7 Return to page 22

Form ECU
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6. COMPLETING INFORMATION IN THE "PETITIONER/AGENT/PAYMENTS" WINDOW

a. Completing Petitioner Information

'j COMPLETED BY THE PETITIONER
2

PART 1. Taxpayer Information

|Ta::paya name ® Agent

Mailing Parcel ID and

address physical address @
for nofices or TPP account 3

Phone @ Fax Email @

_ |The standard way to receive information is by US mail. if possible, | prefer to receive information by DEmaul DFax { G l

(1) Verify that the address shown is the correct mailing address as shown on the petition @ ; edit if necessary.
See (4) below for information about addresses outside the United States.

(2) Verify or add phone, fax ® and email ® information (as provided on petition).

(3) The "Password" will be automatically assigned when payment information is complete.

OMnNeE AE [ Tall b

Agert s | | & Owner | [ Agert |
Parcel 1D | 21442606000240060
Name | KLEIST JAMIEL+

@ Address1 ‘5{}1EB|LLINGS ST

Gty 5t Zp |LEHIGH ACRES ||FL ||33971

@ EMsl |

|
|
|
Address? ‘ ‘
|
|
Phone1 ‘ ‘ Phone2 ‘ ‘

Time Req |Please select one

Fax | |

@ Password i

(4) For International addresses only:
(a) The Province and postal code information should be entered in the "Address2" line.
(b) The country name should be entered in the "City St Zip" line.

Nara CANADLIAN RESIDENT
Address 1 1234 ANYSTREET

Address2 OMETOWM OMN_LEW 3RS

@) aysze

(c) Inthe "Zip Code Not Found" dialog box, select "OK" to close the dialog box and continue the entry process.

Lip Code Not Found

. | J Zip Code was not found. Please enter a valid zip code,

Return to Table of Contents
b. Completing Other Information

Form ECU
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(1) Use the drop-down list to select the "Time Needed to Present Petition" (e.g., 15 mins).
If no time is provided, select "15 mins".

PART 2. Reason for Petition  Check one. If more than one, file a separate petition

] Real property value [[] Denial of exemption. Select or enter type: |
] Denial of classification [] Denial for late filing of exemption or classification. include a date stamped copy of application.

] Parentigrandparent reduction [ Tangible personal property value. & rewurn required by 5. 193,052 must have been thed. (5. 154034, F 5)

[ Check hera if this is a joint petition. Attach a list of parcels with property appraiser's determination that parcels are
substantially similar. (5. 1%4.011(3)(e) and {f), F.5.)

Enter the time you think you need to present your case, Most heanngs take 15 minutes, The VAB s not bound by
minutes  the requested time. For single joint petitions for multiple parcels, provide the time needed for the entire group.

[] There are specific dates | o my withesses will not be available to attend. | have attached a list of the dates.

f'ou have the right 1o exchange evidence with the progery appraiser. To initiate the exchange, you must submil your evidence directly bo the property
appralser al least 15 days befors the hearing and request the property appralser's @vidence. Alihe hearing, you have the right to have withesses swom.

® 06

[ Petitioner/Agent Information |
o | [B.0we: | [@ o
Parcel 1D |21442606000240060 |
Name  |KLEIST JAMIE L + |
Address1 5016 BILLINGS ST |
|
|

Address2 |

Gty 2p LEHIGHACRES  ||FL /33971

EMad | |
Phonel | | Phone2 | |

@) Tmereq

Fax |

Password | 5424 _
@ Dates NA | | et ]
(@), Contact Pref

(2) If the petition includes a list of unavailable dates:
(a) Click on "Set" on the "Dates NA" line. The "Dates Not Available" calendar window will appear.

@ Dates NA |

| Cortact Pref

(b) Hold down the "Ctrl" key while selecting the desired dates on the calendar.
It is not necessary to enter Saturdays or Sundays.
(c) The highlighted dates will appear in the box below the calendar.

[E] Dates Not Available

K July 2011 August 2011 September 2011 E
SMTWTF 8 SMTWTF 8 SMTWTF 8
1 2 12 3 4 5 6 12 3
3 456 7 89 7 8 910111213 4 5 6 7 8 910
101112 13 14 15 16 14 1516 17 18 18 20 11 15 16 17
17 18 19 20 21 22 23 21 2223242526271 223 24
24 25 26 27 28 29 30 28 29 30 31 25 26 27 28 29 30
@31
(ar19/20m, 87202001, 92172011 3 |
C= =]

—@
(d) When all appropriate dates are highlighted, click "OK" to return to the "Petitioner/Agent/Payments" window.
Return to Table of Contents

(e) The selected dates will be displayed in the "Dates NA" box.
Form ECU
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mﬁmqgns,fzun.sfzumn.9;21;2{}11) L =)

(3) Select the petitioner "Contact Pref" ®from the dropdown list.
Select "US mail" if no boxes are checked.

» - - I g

2 l PART 1. Taxpayer Information
Taxpayer name ® Agent
Mailing Parcel ID and
addrest physical address @
for notices or TPP account 2
Phaone @ Fax Email @

[The standard way to receive information is by US maﬂ[ possible, | prefer to receive information by [JEmail DFaD@

c. Entering Payment Information

(1) If the petition you are entering is NOT a single petition with one parcel and one "Reason for Petition" (Petition Type):
(a) DO NOT ENTER payment information at this time.
(b) Click on "OK (F3)" to be returned to the "Main Transaction" window and refer to the page(s) indicated below for
additional instructions.
Petitions for a single parcel with more than one "Reason for Petition" (Petition Type) go to page 18
Multiple petitions in one transaction (all paid for with one check), go to page 22
Single petition with multiple condo units or contiguous vacant parcels, go to page 26.

@ =

| Payment Type Amount RefiCheck No Image

C DO HOT ENTER INFORMATION HERE j}

Petition Fees £0.00
Convenience Fees £0.00
Total Fees £0.00
Total Payments $0.00
Over/Short £0.00

( OK (F3) ) Cancel

Return to Table of Contents

Form ECU
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(2) If this is a single petition with a single parcel and only one Reason for Petition (Petition Type):

(a) From the "Payment Type" dropdown list, select "CASH", "CHECK", or "WAIVE FEE"
(NOTE: "WAIVE FEE" is only used for some Denials of Homestead Exemption Applications, for a Portability
petition where the new homestead is in a different county and Lee County is the county where the previous
homestead was located, for the denial of a tax deferral, for a petition filed by a taxpayer who demonstrates at
the time of filing, by an appropriate certificate or other documentation issued by the Department of Children and
Family Services and submitted with the petition, that the petitioner is then an eligible recipient of temporary
assistance under Chapter 414, Florida Statutes, or for an additional petition for the same parcel. Please see
the Lead VAB Clerk or Office Manager if there is any question about waiving the fee.)

(b) The amount "$15.00" will be automatically inserted if "CASH" or "CHECK" is selected.
This is the correct amount for a single petition with a single parcel number.

@ .

Payment Type Amount Ref'Check No Image
@ v
CASH
CHECK
WAIVE FEE
Petition Fees
Convenience Fees ' ! l
Total Fees 15.00 .
Total Payments $0.00
Over/Shont <$15.00

[ okEy | [ cance |

(c) Enter the check or money order number, if applicable, in the "Ref/Check No" box.
(d) Verify that "Total Fees" and "Total Payments" are equal.
(e) Verify that "Over/Short" is $0.00
NOTE: If there is a problem at this point, contact the Lead VAB Clerk or Office Manager.
DO NOT AFEMDT TO CANCEL THE TRANSACTION OR NAVIGATE AWAY FROM THE PAYMENTS
WINDOW.
(f) Ignore the "Scan" link that appears when "CHECK" is selected.
Lee County does not scan check images.
(g) Select "OK (F3)" to return to the "Main Transaction" window.

Payment Type m.aq..n' heck No

@ CHECK @

F

Petition Fees
Convenience Fees
Total Fees

Total Payments

Ower/Shod @

[ OKF3) || Cancel

Smm‘a"s
88888

Return to Table of Contents Return to page 19 Return to page 20 Return to page 23 Return to page 24 Return to page 28
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7. COMPLETING INFORMATION IN THE "Main Transaction" WINDOW

a. Enter Petition Information

(1) From the "Type" dropdown list, select the correct "Petition Type" (Reason for Petition):
(2) Leave the PAO Evidence "Released" box unchecked

(3) Check "Send Property Card" if box is checked on petition:

(4) Check "Will Not Attend Hearing" if box is checked on petition.

PART 2. Reason for Petition @=hecu one. If more than one, file a separate peﬁﬁn=®
f¥'] Real property value [] Denial of exemption. Select or enter type: j
@ [] Denial of classification [] Denial for late filing of exemption or classification. Includs a date stamped copy of application.

[ ] Parentgrandparent reduction [ ] Tangible personal property value, A return required by s. 193,052 must have been filed, (S, 194,034, F )

The standard way to receive information is by US mail. If possible, | prefer to receive information by [JEmail  [JFax

[] Send me a copy of the real property record card or tangible property worksheet with my hearing notice.

[] 1'will not attend the hearing but would like my evidence considered. In this instance only, you must submit duplicate copies
of your evidence to the value adjustment board clerk. Florida law allows the property appraiser to cross examine or object to
your evidence. The VAB special magistrate ruling will occur under the same statutory guidelines as if you were present.

DOR_3 Demal of classécabon
COR & Uerssl of requesl hor exergton
DOR_S Deral of Agnicultural o High-\"aler Fecharge classsbcabion
CORE Dreepprovel of Adordabie or VWorkdoroe Ferdal Housing classihoston
DOR_7 Dernal for Late hling hr exerrgbion
DOR_B Dersal for Late fling for apnicultural classification
DOR_% Transisr of Homestead /ssessmant Diffarence
DOR_10 Other
DOR_11 Homeatend
A B8 ool cldes low income
DOR_13 Blind
H . o DOR_14 Dinablerd

Receipt Information Hearings SRR Bslod, i s

KLEIST JAMIE L + DOR_16 Dissbled low income, total and parmanant

- _ — _ — DOR_17 Disabled veteran discount, 65 or clder

5016 BILLINGS 5T DOR_18 Disabhed veteran, 1% of more Gisabiity

LEHIGH ACRES, FL 33571 DOR_19 Disabled vetaran, cocfived 1o wheslchair
DOR_20 Service-connected totsl and permanent disabiity
DOR_21 Charter school

. i . ) DOR_2 Chid care {scilty, erterpnse zone

Petition Information Additional Information DOR. 73 [ I R ——
DOR_24 Ecunumes developrment

Petition & | | + Petibion Fee 515,00 DOR_25 [om—p——
DOR_Z%6 Government propery

T. COR_27 Hiskorrc propenty
(@) Type [ | Cickhemio chooss Pettion Tipe (©30) o
G g A

PAQ Evidence @ [ Released [] Send Property Cand m}: ;.',ﬁ;mfwm“

DOR_T Tieriad for Lat filing of eseempsion, e claasification
Wil Not Attand Hearing [ Edit Late Fiing Reason | [ Print DR485WCN Remand ; 3

(T

Return to Table of Contents Return to page 19 Return to page 20 Return to page 23 Return to page 24 Return to page 28
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b. Enter Parcel Information

(1) From the "Type of Property"” dropdown list, select the "Type of Property" as checked on the petition.

D Send me a copy of the real property record card or tangible property worksheet with my hearing notice.

] 1'will not attend the hearing but would like my evidence considered. In this instance only, you must submit duplicate copies
of your evidence to the value adjustment board clerk. Flonda law allows the property appraiser to cross examine or object to
your evidence. The VAB special magistrate ruling will occur under the same statutory guidelines as if you were present.

@ Type of property. Res. 1-4 unitg)_ ] Industrial and miscellaneous [ High-water recharge [ Histonic, commercial or nonprofit

[J Commercial []Res. 5+ units [_JAgriculiural or classified use  [] Vacant lols and acreage [] Business machinery, equipment

Parcel ID: 21442606000240060 1 Q Q

Lol O .
Parcel Information
Parcel ID  |21442606000240060 | &

Type of Property T k"
)

|
Owner  |KLEISTJAMIEL + |
|
|

Parcel Information

Address |5u1s BILLINGS 5T Parcel ID | 21442606000240060 @,
Cty St Zp |LEHIGH ACRES |[FL ||33371 Type of Propetty | Res. 16 unts
@ DOR Use SINGLE FAMILY

Chwrnier £5. 0+ NS

Tazx District Lee County Commercial
Address | 3016| Industrial and miscellaneous

Final Decision Withdrawn by Petitioner or their Agricubtural or classfied use
City S5t Zip  |LEHN High water recharge

Exem. Spec. Codes | | Vacant lots and acreage

Tax Amourt Difference |D | DOR Use |01 Histpriu: u:u:umme_n::ial ar nu:u_nprof'rt
o —Business machinery, equipment

(2) The "DOR Use" field should be either a number from 01 thru 99 or blank.
If this field contains a capital letter, there is a problem with the parcel;
and the petition should be referred to the Lead VAB Clerk or Office Manager immediately.

DOR Use{ iN. E tlg_u:ude "M." Mot Defined

This field should only be blank if Petition Type is Tangible Personal Property Value (DOR_2), and should be
corrected to "n/a"

& | ookup @ E@

DORUseCode DORUseDescription A
86 COUNTY
87 STATE
28 FEDERAL
29 MUNICIFAL
50 LEASEHOLD INTEREST GOWT
91 uTiuTy
52 MINING OIL GAS
53 SUBSURFACE RIGHTS
94 RIGHT OF WY
55 RIVERS & LAKES
96 SEWAGE DISPOSAL MARSH
57 OUTDOOR RECREATION PARK
58 CENTRALLY ASSESSED
59 ACREAGE NOT ZOMED AGRICULTURAL
n/a COMMERCIAL PERSONAL PROPERTY
B5 GRAZING LAND CLASS VIAWHX WO HX
v
[ ok ][ cancel |

Return to Table of Contents Return to page 19 Return to page 20 Return to page 23 Return to page 24 Return to page 25
8. FINAL STEPS - SCANNING AND POSTING
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a. Scan the petition form_(NOTE: Any letter of authorization will be scanned as a separate "LOA" image.)

(1) Complete the clerk's entries at the top of the Petition Form (see pages 1 & 2), and put your initials next to the date.

@

=

Patiion# 33 o) Jf - . [comty  [ee |TaJ;‘r'?ar 2Ac | lﬂfemmedm'ﬁjfb;;u

(2) Be sure that the image selection is "Petition".

(3) When scanning for the first time into an Axia file, uncheck the "(Quick)" box.

(a) Place documents in the scanner, and select "Scan"
@ ®)
| ( Petition ) v{] i (Quick) 5 iScan ) @

Open Acrobat  Tools~
(b) From the "Resolution” dropdown list, select "300 x 300"

(c) From the "Image Mode" dropdown list, select "Black & White" (for petitions and most other images).

+ TWAIN Driver (32) ]
T o123 45 8T BB s Soannar 45300 H2 33,13
‘:'E l"{;\::"f?"v' Sedting Fies: III Cusierd Selting b
= . T :
i% ] (%] ADF (From Side) |
= Paper 5i
é Pl bl .
= |ET| Letter [3.511in) bl E]
= !
=
s
= Brightness: ]
B, 128
o W Rl
B |
Thaeshold: o
(Static Thiesheld v v, 18|
)| Top  [00W == 4 [128]
\Whdkhe 35;_13 Length: TID:IJ ‘v._ =y
@ (G D) [hewen ] | [oaees ]
@y [(rom ] [own ] (o) o]
TWAIN dhiver. Press [F1] key bo show hefp, Diata Size sbout: 1.1MB

(d) Select "Scan" to scan the document.

(e) Select "Close" to complete the image transfer.

Return to Table of Contents Return to page 19 Return to page 25 Return to page 32
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(4) After the first document has been scanned, re-check the "(Quick)" box.
The "Resolution” and "Image Mode" settings will be retained.
You may uncheck the box to temporarily change settings for special scanning needs.

Petition v [+] (Quick) Scan 0
Image P Scanned On Scanned By

[
Petition 1 7212010 11:28:19 AM MEoopEr ‘

PAD Evidence

Resalve letter

PAD Flarida Statutes

withdrawal |

b. Scan additional images,including LOA

If there are additional documents to be scanned, select the appropriate "Image" type from the dropdown list and
repeat Steps (3)(a), (3)(d), and (3)(e) on page 15.

Petition v Qi) Ssan @

Image P Scanned On Scanned By |
Petition 72172010 11:28:19 AM mcooper
|
i PAD Evidence
1 Resclveletter
PAD Florida Satutes
withdrawal b

Post the Transaction
After all data has been entered and the petition form and other paperwork (if applicable) have been scanned:

(1) On the "Petition Transaction" Tool Bar, select the "Post Transaction" icon v

E @ Q % E E @@@ Waive Fee [ ]| Good Cause Petition

Receipt Information Hearings

(2) When the "Print Receipt" dialog box appears, select "Yes" to print the receipt.
(At this time, there is no option to email the receipt.)
Note: Beginning in 2011, Axia provides the capability to automatically print with the receipt any information that has

been scanned or uploaded into the "VAB Info Package" image. It has not yet been determined whether this feature
will be utilized.

Petition v @id) san | @

Image Pgs Scanned On Scanned By
Print Receipt uspense N
Remand (Formto Petitio...
S Property Record Card
\ ? ) Do you want to print the receipt now? Inadmissable Evidence
Correspondence
SM Notes

Yes )l No I Reschedule Requests

(EAB Info Package ) 1 5/11/2011 2:12:12 PM mecooper

| >

£

Return to Table of Contents Return to page 21  Return to page 25 Return to page 32
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(3) The "Petition #" is assigned by Axia and displayed in the "Main Transaction" window.

i Transaction I1D:

{ Petition #: 2011-00071 ) -
LBEB 20O/

Receipt Information

KLEIST JAMIE L =

5016 BILLINGS 5T
LEHIGH ACRES, FL 33371

Petition Information

Fettion # | 2011-00071 ) |

d. Complete the petition filing process.

(1) Write the "Petition #" in the appropriate space on the original petition form.

N

Petiion? J 0 /|- 0007 | [Couty  [ee- [ra vear ;lelllﬂﬂa‘-emiuedﬂ‘e’f;jpw e

(2) Distribute paperwork: ¥
a. Make a copy of the petition to send to the PAO.
b. Any additional materials submitted by the petitioner should be scanned into the appropriate image type in the
petition record and sent to the PAO with the petition copy.
c. Return the original petition with the receipt to the petitioner, along with appropriate VAB informational materials
(Petitioner Information sheet, etc.)

(3) Put checks/cash in the appropriate safe place (cash drawer, cash bag) as assigned.

(4) Close the posted transaction before beginning the next transaction.

Petition v Qi) S | @

Open Acrobat Taols=

Return to Table of Contents _Return to page 5 Return to page 11 Return to page 21  Return to page 25 Return to page 32
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B. ENTERING PETITIONS FOR A SINGLE PARCEL WITH MULTIPLE PETITION TYPES

1. PREPARE APPROPRIATE PAPERWORK:

When a petitioner wishes to file petitions for multiple petition types (Reason for Petition) on a single parcel:
a. A separate petition form should be submitted for each "Reason for Petition".

If two separate petition forms have been submitted, go to Step 2.

b. If only one petition form is submitted with multiple boxes checked, multiple petition forms must be created.

PART 2. Reason for Petition (Check one. Fmore fian one, fle a separate pettion.)

Real property value [] Denial of exemption. Select or enter type:

[l Denial of classification [ Denial for late filing of exemption or classification. hdud:
[ Parentigandparent reduction [[] Tangitle personal property value, A mium mquired by s, 1934

c. Make a copy of the original petition.
(1) Circle one "Reason for Petition" on the original petition, and
(2) Circle the other "Reason for Petition" on the copy.

@ i_—E_ARTZ Reason for Pelilion Checkone. ¥more fian one, fie a separate petition.

al property value D Denial of exemption, Select or enter type:

Denial o classification

[ Denia fer late fling of exemption or dassification. hdud
ORIGINAL ] Parentigrandparentreduction [ Tangtie mmnawownyvaw.ﬁa!wmqswsﬁl

PART 2. Reason for Pelition Checkone. Fmore than one, file a separate pefition.
@ Real property value |:| Denial of exemption. Select or enter type:
[ Denia fer late fling of exemption or dassification. lhdude
Parentiandparent reduction [_] Tangible personal property value. A mium mquired by 5. 1930

nial of classification

COPY

2. ENTER INFORMATION FOR THE FIRST PETITION TYPE
a. Enter basic information in " Petitioner/Agent/Payments" window:

(1) If the taxpayer is filing the petition, refer to Section A.5.b on page 7

(2) If an Agent is filing the petition:

(a) Referto Section A.5.a on page 6 to enter the information for the first petition into the

"Petitioner/Agent/Payments” window and
(b) Leave the "Parcel ID" line blank. ,

b. DO NOT ENTER PAYMENT INFORMATION AT THIS TIME.

™ Transaction ID 256 @

& Receipt (o Label @ Void 15 Delete @ s
[ PetitionerfAgent Informatic

Agert
or"

Hame

= EE
o C D

Payment Type Amount Ref'Check No )Imm

- &Maw

MICHAEL S HAGEN ATTORNEY
6249 PRESIDENTIALCT SUITEF

FORT MYERS FL /33919
INFO@MIKEHAGEN.COM
239-275-0608

Return to Table of Contents

d. Enter Information for the first (Real Property Value) petition in the "Main Transaction" window.

Form ECU
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(See pages 13 thru 14)

New Transaction | @

# Tronsaction ID: 256 -Total Fees:$15.00-Peadng— |

Petition =: Not Assigned - QO o1 Q JmpTo: |
BEED DGO T & Ovenre DGmicampain Qf;y
Riecenpd Irformaton Hearings

D455 MCHAEL S HAGEN

€249 PRESIDENTIALCT SUITEF

FORT MYERS, FL 33913

Peston Informaton Addrmonal Informanon
Pattion & ] * Petston Fee: $15.00
Tyoe((DOR_1 | Besl Progeny Vake )

FAQ Evidence [[] Fsieased Sand Property

[ Wil Mot Aetendt Hearng Edt Late Fing Reascn [ Pert DRAGSWCN Ramand

A Parcels

Parcel 10 064525P1000630070 DO of1Q Q@  JumpTo:

Property Values

Belere Ader
Market Value $2.419.040.00 $0.00
Assessed Value $2.413.04000 $0.00
Ovwmar HML PROPERTIES LLC Exemphbon Value $0.00 $0.00
Addess  [12395 S CLEVELAND AV PBS 3 Vetis Vol SZATRM00 il
CtySZp |FORT MYERS [P |[3as07
DORUes |10 | YACANT COMMERCIAL
Tax Dt [P | ot Moy
Fnsl Decison | | Qlck here 1o choose Fingl Decisen
Magistrate Workshests
Exem. Spec, Codes

T Amourt Diference | 2406890 0000

Property Information
Address 10500 METRO PEWY

CyStZp [FORT MYERS [FL ] (33968

d. Scan the first petition form. (See page 15)
3. ENTER INFORMATION FOR ADDITIONAL PETITION TYPE
a. Click on the "Add Petition" icon B

Petition =: Not Assigned - QO of1Q @ JumpTe
Q@Bﬁﬁu M@ @ < & [JWaveree [ Good Cause Petion

b. Inthe "Add Petition" dialog box, enter "1", then select "OK".

c. Anupdated "Main Transaction" window will appear indicating "Total Fees $30.00 - Pending" and "Petition 2 of 2".

" New Transaction
# Transaction ID: 255 - 1atal Fees: $30.00-Pending -

@ Petition #: Not Assigned - @ e 2 ofze @ ]umpTo:l:]
BBED MG QY & [ Wavefee []GoodCousePetton @ F

Return to Table of Contents
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d. Check the "Waive Fee" box. The "Total Fees" line will change to "$15.00 - Pending".

e. Enter information for the second petition type. (See pages 13 thru 14.)

# Transaction |D: 25t - Total Fees: $15.00-Pending -

Petition =: Not Assigned = ]
Receipt information Hearings
{D456) MICHAEL S HAGEN. '
6249 PRESIDENTIALCT SUITEF
FORT MYERS. FL 33913
Petition IMom_aﬁon Addibonal Informabion
Pettion # | ] ~ Pebibion Fee: $0.00

Parcel ID: 064525P1000630070 - 9O of1Q Q  JumpTo: ]
LL2G O &
Parcel | e = Property Values
PamdlD: [064525P 1000630070 — )| Before
| Market Value $2.419,040.00
Tywe of PropetC[ Aol o classbied use _ DF| | pygeaseqvalis  S2.41904000
Owner  [HML PROPERTIES LLC | Exempbon Value 50.00
Addess (12995 S CLEVELAND AV PBS 4 e
CtyRZo [FORT MYERS IEEED
DORUse [10 |VACANT COMMERCIAL

L T

f.  After all information for both petitions is entered, and both petition forms have been scanned:
Select the link in the "Receipt Information" box to return to the "Petitioner/Agent/Payments" window.

0,

Receipt Information

Return to Table of Contents
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4. COMPLETE PAYMENT INFORMATION

Because the fee was waived on all but the first petition, the "Total Fees" value is only "$15.00".
Enter the payment information.

Verify totals.

Select "OK(F3)" to return to the "Main Transaction" window.

o0 oo

® Transaction ID 256

¢ % Receipt () Label @ void 15 Delete

d : =
Petitioner/Agent Informatic :

Agert# 0458 [ﬁﬂmer J [‘i:i Agent ]
Pacel ID |064525P 1000630070

Name  MICHAEL S HAGEN ATTORNEY

Address1 (6249 PRESIDENTIALCT SUITEF

Cay 220 |FORT MYERS IFL |[33919
EMai  INFO@MIKEHAGEN.COM
Phonel | 239-275-0808

Phone2
Time Rag

Fax

Password _455"'

Dates A | o]
Contact Pref | e-mai w
Payment Type ® Amount RefCheck No Image

I@'IECK $15.00 IZSD Sean
Petition Fees
Fees
Total Fees
Total Paymerts
Crver/Short

4. FINAL STEPS
a. Postthe Transaction (See Page 16.)
b. Comlete the Filing Process (See Page 17.)

Return to Table of Contents Return to page 5 Return to page 11
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C. ENTERING MULTIPLE PETITIONS IN ONE TRANSACTION

When a petitioner submits a single check or single cash payment for two or more petitions,

all of the petitions must be entered in one single transaction.

Note:

If an agent has submitted a list of parcel numbers suitable for "Agent Upload", refer to Section E.

1. ENTER INFORMATION FOR THE FIRST PETITION
a. Enter basic information in " Petitioner/Agent/Payments" window:
If an Agent is filing the petition, refer to Section A.5.a on page 6 to enter the information for the first petition into the
"Petitioner/Agent/Payments" window and leave the "Parcel ID" line blank. ,
If the taxpayer is filing the petition, refer to Section A.5.b on page 7

b. DO NOT ENTER PAYMENT INFORMATION AT THIS TIME.

c. Select "OK(F3)" to return to the "Main Transaction" window.

ED BY THE PETITIONER @

rfmprrwe Aediid A Rson Agent
I |le0w
[Maiing | Postmar LANe [o-4i - 271 3~ COOHL. om)

ohyscal addres:
T IR e— AT T
Prone(G41- B — Emal Al ¥
b ) um.g:u* e T

¥ Transaction

P thap! L Label @ void ¥ Delete @ .
e P .-'-v-n—c Acent | _'l'

e # f_& | [ 20 |
Parcel ID \1E6442712000480090

[T ANDERSON ALDITH

Address1 | 1POSTMANLN

Addressl . @
Cey & Zp |PALM COAST FL ||32164

emst  (ALDITHA@AOL COM

.

Phone2

Time Req ele

x| |
Password

Dates NA

Petition Fees s0
Convensence $0.
Tetal Fees $0.
$0.
s0

00
00
00
Total Payments $
@ Coxen D e )

Orver/Shoet

Return to Table of Contents
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d. Enter appropriate information for the first petition in the "Main Transaction" window. (See pages 13 thru 14.)

# Transaction |D: 94 - Total Fees: $15.00 - Pending
Petition #: Not Assigned - QO of1Q @ wmpre:] |
BREDB DB QU & Owaere Ocuicassrann @ f .

Receipt Information Heanngas
1POSTMAN LN [
PALM COAST, FL 32164 @
Petition Information Addional Information
Pettion # | | +Fetition Fee: $15.00
(we [DOR_T | Real Propey Vaue )
PAO Evidence [] Released Send Property Car
(T Wil Not Atend Heaing ) | Edit Late Fiing Reason | [ Print DR48SWCN Remand |
Parcel ID: 16442712000480090 QO of1 Q@  ump To:|:|
bb2GO &
Parcel Information Property Values
Parcel D [16442712000420030 Q Before o
_. ~  Market Value 52,800.00 $0.00,
Type of Propey | Vacant lots and acreage vJJ Ansasaed Value $2.800.00 5000,
Owner  |ANDERSON ALDITH | Exemption Value $0.00 $0.00|
: [‘1' POSTMAN LN | Taxable Value §2.800.00 s0.00|
Cty R Zp |PALMCOAST |[FL |[32184 |
DOR Use |00 | VACANT RESIDENTIAL
Teax District (U |1£L'CHII!
Final Decision Click here to choose Final Decision
Magistrate Worksheets

Exem. Spec. Codes L |

Tax Amount Déference |0 |

Property Information
Address | 1507 MCKINLEY AVE |

CiyStZp [LEHIGHACRES  |[rL [[23sm2 |

e. Scan the first petition form. (See page 15.)

Return to Table of Contents
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2. ENTER INFORMATION FOR THE ADDITIONAL PETITIONS

a. Click on the "Add Petition" icon E’

Petition =: Not Assigned - O of 1Q Q

Jump Ta

Q@BEB M (0 @ U & [ WaveFee [ GoodCause Petiion

b. Inthe "Add Petition" dialog box, enter the number of petitions to be added, then select "OK".

c. Anupdated "Main Transaction" window will appear indicating "Total Fees $30.00 - Pending" and "Petition 2 of 2".

(or "Total Fees" equal to $15.00 times the total number of petitions (n) and "Petition 2 of n")

New Transaction

#® Transaction ID: 94 - Total Fees: $30.00- Pendine -

@ Petition #: Not Assigned ~ g ﬁ 2 nfzﬁ ¥ JumpTo:I:l

RBEBR B0 & OWavere [JGoodCaseParon | @

d. Enter appropriate information for the second petition in the "Main Transaction" window. (See pages 13 thru 14.)

COMPLETED BY THE PETITIONER
- : T ! d

) Powd
Masing s i |parcet 10 ard
lacess ",P/ Fatad f physcal aaess [, 4+ 27-13 - 0048, © (00
flor notices am Consi F 3oy |or TP accountd
[Prove i~ 536 101 Fax el aldithe Oapleom
mmmhrmmwﬁmﬁmumlﬁm il possible 'MEWMH [ JEmai |_,7Fa§_ |
[l_ me a copy of the real property record cand or tangibke property workshest with my hearing notice

frwill ol atiend the hearing but would like my evidence considered. In this instance only, you must submit dupicate copies
your evidence fo the value adjustment boand clerk. Florida law allows the property appraiser io Cross examine or object 1o
your evdence The VAB special magistrate ruling will occur under the same statutory gudelines as # you were present.

Type of property. ] Res. 1-4 units []industrial and miscelianeous [ High-waer recharge (] Hestoric, wmaumw

[j Denial of exemption. saloanlanmm
[C] Denial of classfication [ Denial for late fillng of exemplion of dlassification Inchude & date stamped copy of apslcaten,
[ Parentiy duction [ Tangibie al property value A returm required by 5. 163 D52 must have been Sled (S 194 (134 F 5 )
O cmmlm;ammm Attach a list of parcels with property appraiser's determination that parcels are
substantially similar. (S 194.011(3)(e) and (1), F.5.)
Enter the time you think you need 10 present your case. Most hearings take 15 minutes. The VAB is nol bound by
the requested time. For single joint petitions for multiple parcels, provide the time needed for the entire group

# Transaction ID: 94 - Total Fees: $30.00-Pending

Petition #: Not Assigned PO :2 of2@ @  JumpTo: ]

2B EBD M@0 < & [Owaverfee |[] GoodCause Pettion 0&5

Receipt Information Hearings

ANDERSON ALDITH
1 POSTMAN LN
PALM COAST, FL 32164 @

Petition Information Additional Information
Petition # |— | [+ Petition Fee: $15.00

(Tpe [DOR_1 | Beal Proerty Value )

PAD Evidence [] Released
(it sisdtearg ) (Edt Late Fing Resson ] ([Font DR4SSWCN Remand )

Return to Table of Contents

Form ECU
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In the "Parcel Information" panel, enter the "Parcel ID" for the second petition.
The name, address, and other data should auto- populate

L..OF PLETED Eu THL FS—T\TJONLI

A DiTH ﬂueﬂsa-l'

| ing { /bsl'umu LAaNE IPM‘ON
lagdress physical aodress (T, - 27-13 - OpH £, © 00
for notices Pacm Consi FL ZaieY uTPPmC 1 fD

©

Parcel Information
Parcel ID (| 16442712000480100]

Type of Property v

wner  [ANDERSON ALDITH N
Address |1 POSTMAN LN

CiyStZp [PALMCOAST |[FL ] [32184

DOR Use [00 | vacanT RESIDENTIAL

Tax Distnct U | Les Courty Y,
Final Decision | | Click here to choose Final Decision

Exem. Spec. Codes |
Tax Amourt Difference |0

Property Information
Address

[1505 MCKINLEY AVE
CtyStZp [LEHGHACRES  |[FL |[33972 |
-

From the "Type of Property" dropdown list, select the Type of Property for this petition/parcel.

Type of property. [ | Res lesL_]mﬂm [_jl«w-mm_ [_] Hestoric, commercal or nonprofit
|} Commercial | ] Res. 5+ unts [_]maoassmw“immm@j&mw.w

Parcel Information

Parcel ID  [16442712000480100 |
ol D)

Scan the second petition form. (See page 15.)

If there are additional petitions to add to the transaction, use the arrows to access each petition record and
repeat Steps 2.d. thru 2.g. until all petitions for the transaction have been entered.

(") petition =: Not Assigned

©©0): | ©0e

Click on the link in the "Receipt Information" panel to return to the "Petitioner/Agent/Payments" window

Receipt Information
® ANDERSON ALDITH
POSTIAN LN

PALM COAST FL 32164

3. COMPLETE PAYMENT INFORMATION

a.

Enter payment information.

b. Verify that "Total Fees" are equal to "Total Payments".

C.

Select "OK(F3)" to return to the "Main Transaction" window.

Payment Type

® \mount Ref'Check No Image
D)

Petttion Fees $30.00

Converience Fess ®

Total Fees

Total Payments

/Short .
® G

4. FINAL STEPS

a. Postthe Transaction (See Page 16.)
b. Comlete the Filing Process (See Page 17.)
Return to Table of Contents Return to page 5 Return to page 11
Form ECU

Approved 8/12/2011
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D. ENTERING A SINGLE PETITION WITH MULTIPLE "CONTIGUOUS" PARCELS Note: If an agent has submitted a list
of parcel numbers suitable for "Agent Upload", refer to Section E.

1. INFORMATION REGARDING "SINGLE JOINT PETITIONS"
Some petitions are filed for multiple, contiguous undeveloped parcels, or for all units within a particular condominium
association.
Any petitioner claiming "contiguous" parcel fees must have a letter from the Property Appraiser confirming that all vacant
parcels or condo units on the petitioner's list are contiguous (Form DR-486MU).
In addition, an agent filing on behalf of a condominium association must provide a copy of the board of administration or
directors’ resolution authorizing the filing of the petition.

Check with the Lead VAB Clerk or Office Manager if there is any question as to whether all listed parcels can be
submitted on one petition.

a. Sample Petition
(1) Agent name
(2) References to attached parcel list
(3) Type of Property: Cannot be "Business machinery, equipment" (Tangible personal property).
(4) Reason for petition: Cannot be "Tangible personal property value".

P s e

i o) '
ory de érau‘p LTo  (hgent ”fﬂ@hrm Flambkd rfn!.«‘_C#

Maifing PO Parcel |0 and

ress I71's Monroe St physical address alachew DA -4F6mY
for nofices or+ m}r,pr?.' FL 3340/  lorTPPaccount # (2)
Phone 2 34 344-|19S  Fax Emal |

The standard way 10 receive information is by US mail. If possible, | prefer to receive information by [ [Email [ |Fax
me a copy of the real property record card or tangible property worksheet with my heanng notice

] 1 will not attend the hearing but would like my evidence considered In this instance only, you must submil duplicate copies
of your @vidence to the valug adjustment boand clerk. Florida law allows the propérty Sppraser 1o Cfoss axamine or object to
your evidence. The VAB special magistrate nuling will occur under the same stalutory guidelines as if you were presant.

@ Typam‘prupaﬂy | Res. 1-4 unﬂs l:llnduwhlatdn-'ﬁudhrm:s DH.igh-watermga ‘Hstn: mmnndmrmpmﬁt

T s R ""‘ﬁ e
5 ,;lm'ﬂ::w..z‘n_ .__ﬂ._l._-l

aal proparty vﬂIuI |'_| Danhﬂl of e:amptmn Selec‘t of anier typa:

Denial of classification || Denial for late filing of exsmption or classification, include a date stamped copy of application

Parentigrandparent reduction || Tangible personal property value, A return required by s, 153 052 must hawe been filed. (S. 194034, F 5 )

@ Check hera if this is 8 joint petition. Attach a list of parcels with property appraisers determination thal parceks are
B-Uhﬂaﬂtlllh' similar, (5. 194.011(3)(e) and (f), F.5.)

Enter the time you think you need to present your case. Most hearings take 15 minutes. The WAB is nat bound by
m the requesied ime. For single joint petitions far multiple parcels, provide the time needed for the entire group

[[] There are specific dates | or my witnesses will not be available o attend. | have aitached a list of the dales.

b. List of Parcels for this Petition (See next page for completed form DR-486MU)

lLL..'.J.""F - “.u"L

28462601000000120 RMC FLORIDA GROUP LTD Henderson Franklin Stames & Holt PA
28462601 000000130 RMC FLORIDA GROUP LTD |Henderson Franklin Stames & Haolt PA
28462601000000140 RMC FLORIDA GROUPLTD Henderson Franklin Stames & Holt PA
28462601000000150 RMC FLORIDA GROUP LTD Henderson Frankiin Stames & Holt PA
ZMBIEﬂimlﬁ?fj IRHE FLORIDA GROUP LTD ]IHEﬂ:IElsnn Franklin Starmes & Holt PA

Form ECU
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Return to Table of Contents

c. Completed DR-486MU

(1) Statutory reference to requirement for documentation from agent filing on behalf of condo association.
(2) First 13 digits of 17-digit parcel numbers for parcels to be petitioned.

(3) Listing of the last 4 digits of each parcel number in the group.

(4) Parcel count for page 1

(5) Verify total number of pages submitted before beginning to enter petition information.

(6) Verify total number of parcels submitted on all pages before beginning to enter petition information.
(7) Verify that someone in the Property Appraiser's Office has signed and dated the certification.

1208
VALUE ADJUSTMENT BOARD Suggested hlr-n
A ATTACHMENT TO SINGLE JOINT PETITION
DEPARTIMENT FOR MULTIPLE UNITS FILING
OF REVENUL County _____
Phone

Each petibon wilh any attachments musi be filed with the proper filing fee of it will be invalid and réjected. Each parcel of
property being appealed mus! be identified by a separate Parcel 10 (foko) number This form must be attached 1o a Form
MR-486, when usod

Joant pebibons fied by CORdOMINLM, CODPETative, Of hOMEOWNETS. J5S0CANoNs a8 agents according 10 SECHon

184 011(3)e), F.5  should altach a copy of the board of administration of directors’ resalution authonzing this fiing

Hame | Address

Mai notces 1o B agen

[Name H-n-ndersm Frankkn Swm & Holt P& - - | HM'I-&
Address 1715 Monroe Street o Aot Work phone 239-044-1195 Il
Cty  Fort Myers [ Swale FL Zip 33901 | Other B —

. — —— —
e =
— - | =
N i H———
1 i - =
iq
— ! = = —]
E— i — ] .
] i —— _
— — — - {:' k- .
WO OSSR S I .
Total number of parce's this pag
Contsrase on sdchiaonal pages
Grand tolal, number of parcels fiked allpa;be@ @ Numbes of paces. hckuhng tha m@

Signatures and Certification

Under penalties of perjury, | declare that | have read ths attachment and the facts in it ane trua i | am signing and fling
this attachmnt and the relased petiton as an agent of the taxpayeriowner, | certily that | am duly authorized ¥ o 50

Aggnt Signatyre . Murtbw dateu:l_

Signatuie, potlboned agent Caie
ARached of iIndCalied birlow IS the propey appraiser’s defermnabion thal the parcels are substaniially sinilar as required by &

@ 194 011(3)ie) or (1if. F S

The parcels on (s form ane substantaily simitar as requiced by 5. 164.011(3)(e} or (3N, F.5
PAD Analysl gonafure MIJIt_I:ua l:?ateu:l
Signature. property apsaiser i

Return to Table of Contents

Form ECU
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2. ENTER PETITIONER/AGENT INFORMATION
a. Open a"New Transaction" (see page 5) and

(1) Enter the Petitioner Information or the Agent Number, or

(2) Use the "Agent lookup" icon @ in the "Petitioner/Agent/Payments" window to find the agent (See page 6.)
You will be returned to the "Petitioner/Agent/Payments" window to complete agent contact information.

b. DO NOT ENTER A PARCEL ID OR ANY PAYMENT INFORMATION AT THIS TIME.
c. Select "OK(F3)" to return to the "Main Transaction" window.

4 Transaction

i @ Receipt (I Label @ Void i3 Delete ﬁ'a

@) sz (0442 |[Bowe | [@ 20 | @)

(1

3. ENTER INFORMATION FOR THE PETITION - (See Pages 13 thru 14.)

Petition =: Not Assigned DO of1 Q Q
B6EB MO T & []WaveFee []GoodCa

Parcei 1 | DO HOT ENTER PARCEL 1D AT THIS TIME

Name | HENDERSON FRANKLIN STARNES & HOLTP |
" Address1 | 1715 MONROE STREET

Address2

Gty % 20 [FORT MYERS |FL 33001

EMal |

Phonel :23@144-1?59

~==

Time Req |Piease select one

Fax

Password

Dotes A | | (=]
Cortact Prel w

Payment Type Arnournt Red'Check No Image
DO HOT ENTER PAYMENT INFORMATION AT THIS TIME ®

Pettion Fees s0
Corverience Fees 50
Total Fees 50
Total Paymerts 50
Crver/Shot 50

@ 88888

OKFY | Cancel l

Receipt Information Hearings

H N Fi IN

1715 MONROE STREET
FORT MYERS, FL 33501

®

Petition Information
Pettion # | f

O] AT

@ (0 v Not Attend Hearng )

PAD Evidence [ Released (Eimmaa)@

[ Edt Late Filing Reason |

Return to Table of Contents

Form ECU
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4. ENTER INFORMATION FOR THE PARCELS

a. If more than 10 parcels are listed, go to "Process Parcels" on page 30.
b. Otherwise, enter Information for the first parcel:

(1) Enter the first listed parcel number in the "Parcel ID" line.
(2) From the "Type of Property" dropdown list, select the appropriate "Type of Property".

Parcel ID: Not Assigned QO 1 of 1
LBZBO .
Parcel Information Property Vi
(Parcel D |28462601000000120 ) |
Market Valt
@ ype of Property | e e Assessed\

c. Enter information for the remaining parcels

(). Select the "Add Parcels" icon LB"
(2) Inthe "Add Parcels" dialog box, enter the number of parcels to add and click "OK"

Add Parcels
Parcel ID: 28462601000000120 -~ O O
O@ezs 0 .
"F"arcel Information
Parcel ID  |28462601000000120 ||

(3) Enter "Parcel ID" and select "Type of Property" for the 2nd parcel.

e Parcels
Parcel ID: Not Assigned - Q2 ofs Q) Q
bbZB 0 &
Parcel Informanqa . Property Values
Parcel ID (| 28462601000000130 | ]
@ Market Value

Y1 hssessed Value

(4) Use the "arrow" to move to each of the next parcel records, and
(a). Enter the corresponding parcel number from the list into the "Parcel ID" line.
(b). Select the appropriate "Type of Property" for each parcel.

s Parcels
Parcel ID: 28462601000000140 - ©Q ° of @ b
LB O .
Parcel Information Property Values
Parcel 1D ([22462601000000140 ) | &
Market Value
Type of Property (Eu'acant lots and acreage :} 4 | A d Value
me Parcels
Parcel ID: Not Assigned - @ 6 o of 5@
boZB O .
Parcel Information Property Values
Parcel ID  (Z8462601000000150) |
Market Value
Type of Property (Vacart lots and acreage ¥ | | pssessed Value
=« Parcels
Parcel ID: 28462601000000160 - @ s of 5 @ Q@
LoEB O .
Parcel Information Property Values
Parce! 1D (28462601000000160 ) |«
_———— Market Value
R R el acant lots and acreage

:n Assessed Valus

WHEN ALL PARCELS HAVE BEEN ENTERED, GO TO STEP 6. ON PAGE 32
Return to Table of Contents

5. "PROCESS PARCELS" FOR A LARGE NUMBER OF PARCELS (MORE THAN 10) ON ONE PETITION

Form ECU
Approved 8/12/2011
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Sample Petition Form (DR-486)

COMPLETED BY THE PETITIONER

Tapaerane (Cape Comamos (L C

Maiing 1715 MOVEDC =7
address 5 vpsival addisss
for nalices ey myss Fu 3290 Jor TRP acoount &

Proe229-2041269 Fax Eral
The :Enﬂsﬂ] way o racene ir is by LIS madl. If possivle, | prefer to receive information by [ [Email  [JFax

end me a copy of the real property recard card or tangible property worksheat with my hearing notice.

] 'will not attend the hearing but would iike my evidence considered. In this mslance anly, you mest submat duplicate copies |
1 olyourevidence to the value adjustment board clerk. Florida kaw aliows the property appraiser bo tross examine or object 1o
your evidence TheAB-spacial magistrate ruling will occur under the same statulony guidelines as if you ware present
Type of property. Q’ W Res, 1-4 unifd | Industrial and miscellaneous [ ] High-water recharge [ ] Historic, commercial or nonprafit
[[] Commercial Dﬂes 5+ units D.lgmullr.lrd otchss:ﬁad use [ Vacani lots and acreage: D Busingss machinery, equipment

al property value ] Demal Ofewmmlon 30!00 o enter typa:

1 Denial of classification [ Denial for late filing of exemption or classification. Indude a date stampad capy of anoieation.

["] Parentigrandparen reduction | ] Tangible personal property value. A retum requined by 5. 153,052 must have been fled. (S, 194 03, F5)

heck here if this is a joint petiton, Attach a list of parceds with property appraisers determination that pancels are
"substantally Simiiar, (3. 1%4.01103)(8) and {f), F.5.)

D:EF Entafthe time you think you need 1o present your case. Mast hearings take 15 minutes. The VAB is not bound by
_mues 1 time. For single joint petiticas for multipls pan'.als provida the time neaded far the entire ghoup,

|:| There are specrﬁr. dates | or my wilnesses will not be available to attend. | have attached a list of the dates.

ou have the nght lo exchange evitence wilh the property appraiser. To initiate fe exchangs, you must submit your evidence directly o Mpmpmf
appratser af least 15 g and request ¥ apprasers evidence. A1 the hearng, you have the right 1o have winesses swom_|

b. Sample Attachment to Single Joint Petition (DR-486MU)

Joint pEtIhDI'IE flled oy candominmm, Copperalive, of ROMmeowners’ associalions as agents aoc.ordlng to section
194 011(3y(z). T S, should attazh a copy of the baard of sdrminstration or directors’ ressiution autharizing this filing.

B —. For Complex Only |
APE COMMONS LL o | Address 1708 BEACH FRWWY |
| Mail nobces to: [ owner agent CAPE CORAL FL 33904 |

| Horne phone_
L d Work phone 735-344-1769
City FORT MYERS [Siate FL | Other B

List the folo numbers for all parcels covered by his
Firgt 12 digits of real estate Farcel |0 numbes B4524C1DZ Enter last 5 d|g|1s of gach number in the spaces below,
Al
(Taomm Y~ ] | i
anzot || B |

Total nurmber of parcels thes pa
Continue on addilional pagpe
Mumber of pages, including

Grand total, number of parcels filed. all pag

c. After completing "new transaction” entry Steps 2.a thru 3.d on page 28:

G one 1

«

d. From the "Parcel Information” panel, click on the "Parcel ID" Lookup icon

Parcel ID: Not Assigned - PO

wwZe 0
Parcel Information @
Parcel ID | @

e. Inthe "Search PAO Data" dialog box, enter "Owner Name" and click "Search".

[ Search PAO Data

Parcel |D: [ <
Owner Name: (| CAPE COMMONS LLC| [ Starts With v/

. | =)
Address: w e

A I g

Return to Table of Contents

Form ECU
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f.  From the "Parcel" (FolioNumber) dropdown list, select those to be added to the petition (18)

g. Click on"Process Parcel(s)".

% Search PAD Data - 18 Records Found

Parcel ID:

Owner Nama:  [CAPE COMMONS LLC

h. All 18 parcels will be added to the transaction, and you will see a "Number of Parcels Added" dialog box stating that 17

parcels have been added. Click "OK" in the dialog box.

errra—(h)

Parcel 10: 184523C1028040101
wcwZb @ 3
Parcel information
Parcel ID [ 124524C1028080101
Type of Propery
Ownes  [CAPE COMMONS LLC
Addmss  [1708 BEACH PRWY APT 202
Cty % Zp |CAPE CORAL 1/ | (33808

i. Use the "arrow" to move to each parcel record, and select the "Type of Property" for each parcel.

Property Values

Market Valus
Assessed Value
[Exemption Value
Taxsble Value

e Parcels @
Parcel ID: 184529C1028040102 - QO : of@
Lodbd O 5
[ Parl:.ﬂ I-nl'clvr.r.r-.aﬁun l Property Values
Parcel ID  |184524C10280A0102 |}
— Market Value
Tyve of Popety (I ¥ ) ... e
Owner  |CAPE COMMONS LLC | Exemption Value

NOTE: You may also use the "Parcels" dropdown list to navigate through the multiple parcels.

arcel 1D: 184524C 1028050204 E

Ciy St Zp |[CAPE CORAL \||3‘§5m |
DORUse 04 |compo
TacDistict © | Cape Coral

Final Decision | | Click here to chooss Final Decision

Magistrate \Worksh

Exem. Spec. Codes
B —

Property Information
Address 5127 CORONADO PKWY 101 |

Ciy St Zp |CAPECORAL IR

j- Continue to process the petition beginning at Step 6. on the next page.

Return to Table of Contents

6. COMPLETE PAYMENT INFORMATION

Form ECU
Approved 8/12/2011

v Parcels

fFarcel ID: 184524C1028040101 "\ |v © O of 18 @ @ Jump To:l:l

| Parcel ID: 184524C10280A0101 =
Parcel ID: 134524C10280A0102
Parcel ID: 184524C1028040201 E pesylaue
Parcel ID: 184524C1028040202 LY Heire bz
Parcel ID: 184524C10280B0103 j [EEien 10000000 000
Parcel ID: 184524C10280B0104 sl due o 20
Parcel ID: 184524C1028080203 ExarptoalValue S0 000

Taxable Value $100,000.00 50.00

\iJ You have added 17 Parcels to this petition.

Page 33 of 37



a. Click on the link in the "Receipt Information” panel to return to the "Petitioner/Agent/Payments" window.

FORT MYERS. FL 33901

b. Enter payment information

c. Verify that "Total Fees" are equal to "Total Payments".
(NOTE: For the "Process Parcels" example in Section 5, the totals for 18 parcels would be $105.00)

d. Select "OK(F3)" to return to the "Main Transaction" window.

Payment Type Amount RefiCheck Mo Image
@ (CHECK $4000/12345 ) Scan
Petition Fees 5$40.00
Convenisnce Fess a0
Total Fees ‘m
Total Payments 40.00
Owver/Short 30.00
P —
( okFy )| cance
s —

7. FINAL STEPS
a. Scan the petition and other paperwork. (See page 15.)
b. Post the transaction. (See page 16.)
c. Complete the petition filing process. (See page 17.)

Return to Table of Contents

Form ECU
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V. DAILY CASHIER CLOSE OUT

The Close Out menu is used by VAB Cashiers to reconcile their daily transactions.

1. When all daily transactions have been posted:
a. Run separate tapes of all cash and all check receipts, with a "count” on the checks.
b. Prepare the "User Close Out Report".
(1) On the "Axia Tool Bar", select the "Close Out" menu.

(2) Select "User Close Out".
Close Qut| Admin Help
@ Q CEser Close Out)
=1

Recondilefinancesfor cashand checks used forpetition paymentsfor aparticular day

_= | Supervisor Close Out
"= Viewall closeouts fora particular day broken down by user

(3) Use the dropdown calendar to select the appropriate date, if it is not already in the "Closeout Date" box.

/ Closeout - User

Closeout Date [05/27/2011 | Clo

May. 2011

Sun Mon Tue Wed Thu Fri Sat

1T 2 3 4 5 & 7

& 9 1w M 12 13 14
15 16 17 18 19 20 21
2223 M 25 26 ey 28
2% 30 A

[ |Today- 5/27/2011

(4) Enter the beginning and ending cash amounts (if any).

(5) Enter the "User Check Count" and the "User Check Total" amount from your tapes.
(6) Click anywhere in the "white area" of the screen.

~" Closeout - User

{ CloseoutDate 05/27/2011 ¥ | CloseoutContainsUnrecondiled Payments | §2» Reconcle o

View Closeout Report
tarting Drawer Amourt: ding Drawer Amount:, User Cash Total: System Cash Total: Cash Difference:
Cash Payments $0.00 $30.00 | 53000 | s3000] | 50.00]
User Check Count: User Check Total: System Check Total: Check Difference:
Check Payments:
0 $0.00 | 5000] | 50.00]
Credit Card Payments:
Other Payments: $0.00
Cashier Payment Type Reference# Payment Amount Cashier Date ConvenienceFee Transaction D

: mcooper CASH 30.00 0572772011 0 G4

Return to Table of Contents

(7) If amounts agree, select "Reconcile". If the amounts do not agree, verify the information from your
Form ECU
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tapes and try again; or contact the Lead VAB Clerk or Office Manager for assistance.

- Closeout - User @
¢ CloseoutDate 05/27/2011 = Closeout Contains Unreconciled Payments [ §%: Reconcilel 55 View Closeout Report
Starting Drawer Amount: Ending Drawer Amount:  User Cash Total System Cash Total Cash Difference:
Cash Payments: $0.00 s30.00 | sa000| | s30.00] || 50.00|
User Check Court User Check Total: System Check Total: Check Difference:
Check Payments:
0 5000 | s0.00] || 50.00|
Credt Card Payments:
Other Payments: 50.00
Cashier Payment Type Reference# Payment Amount Cashier Date ConvenienceFes Transaction D
mcooper CASH 30.00 06277201 0 94

(8) When totals are balanced, select "View Closeout Report" to review the transaction details.

" Closeout - User
Closeout Date 05/27/2011 + Closeout Contains Unreconciled Payments i"@ Reconcile “ View Closeout Report -
Starting Drawer Amount:  Ending Drawer Amount:  User Cash Total System Cash Total Cash Difference:
Cash Payments: $0.00 $30.00 s3000] | s3000] | $0.00]
User Check Count User Check Total System Check Total: Check Difference:
Check Payments:
0 5000 | sooo| | 5000

Credit Card Payments:

Other Payments: 50.00

Cashier Payment Type References Payment Amount Cashier Date ConvenienceFee Transaction D
mcooper CASH 30.00 062712011 1} o4

(9) Select the "Print" icon & to print the report; and submit the report with your tape, checks, money orders,
and/or cash to the Lead VAB Clerk or Office Manager.

E° View Report

@S e Ta . i -
|Main Report
LeeClerk-o:: CashierCloseoutforMichele Cooper
CHARLIE GREEN: CLERK OF COURT For Transactions Cashiered on 5/27/2011
CASH
Trans # Trans Date For Petition(s Amount
94 52712011 2011-00095, 2011-00096 §30.00
Total CASH Payments for Cashier Michele Cooper $30.00
Cash Payments For Cashier Michele Cooper $30.00
Check Payments For Cashier Michele Cooper $0.00
Total Payments For Cashier Michele Cooper $30.00

Return to Table of Contents  Return to page 4
2011 VAB PETITION WITH FILING ISSUE
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Agent or Owner Name on petition

Reviewed by Date

The attached petition and paperwork has been submitted for review and action because:
(Check all reasons that apply)

1

10

11

12

13

14

No check was included with a petition for other than Homestead exemption denial

The check or money order is not
signed

The check or money order is not payable to the "Clerk of Courts"

The check or money order is undated or improperly dated.

The amount on the check is incorrect

A filing agent has not provided a PLN, letter of authorization, or owner signature

Real property parcel ID with "Tangible personal property" "Reason for Petition"

TPP Account number with other than "Tangible personal property" "Reason for Petition"

Multiple TPP accounts on one
petition

Multiple parcels on one petition, not vacant property or condominium units
"Joint petition" box checked, no completed DR-486MU

DR-486MU has incorrect parcel
count

Multiple parcels on one petition, no contiguity confirmation from PAO

Other: Specify

Review by Lead VAB Clerk or

Office Manager Date

Action taken

Suspended Transaction No. if any

Deadline for Petitioner Response Received
Final Action:
Closed out by Date
FORM PFI
Form ECU

Approved 8/12/2011
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	I. BASIC INFORMATION ABOUT PETITION FORM DR-486 
	 
	1.  
	COMPLETED BY CLERK OF THE VALUE ADJUSTMENT BOARD (VAB) 

	A  - Will be assigned by the Axia system  petition/payment is posted.   
	Petition #
	after

	B  - Always "Lee". -  Clerk should fill this in  entering petition information into Axia. 
	County
	before

	C :  Clerk should fill this in  entering petition information into Axia. 
	Tax Year
	before

	D :  Complete and initial  processing is complete and there are no problems with the petition. 
	Date Received
	after

	 
	2.   
	PART 1.  Taxpayer Information - ** indicates required information 

	A ** :  The  name. 
	Taxpayer name
	property owner's

	B     :  To be completed if petition is filed by  other than the property owner.   
	Agent
	anyone

	  See NOTES on page 4 for additional information on agent filing. 
	C ** :  If an agent is filing, this should be the agent's full mailing address. 
	Mailing address for notices

	D ** : Parcel ID for Real Property is 17 digits long.   
	Parcel ID and physical address or TPP account #

	    TPP account # usually begins with two letters (for instance, BB), and is 10 digits long. 
	E ** :  At least one valid telephone number should be provided. 
	Phone and fax

	F     :  Be sure to enter accurately just as provided by the petitioner. 
	Email address

	G     :  Some notices will be emailed if email is  
	Petitioner preference for receiving information

	  checked.  If no boxes are checked, preference will be "US Mail". 
	H     .  If this is  
	Send a copy of the real property record card or tangible property worksheet

	  checked, the appropriate card or worksheet will be mailed with the hearing notice. 
	I     "" If this is , and the petitioner  for the  
	Will not attend hearing
	not checked
	does not appear

	  scheduled hearing, the  in accordance with DOR rules. 
	petition will be denied

	J ** :  Only one should be checked.   
	Type of property

	 
	3. 
	PART 2.  Reason for Petition - ** indicates required information 

	A ** ) .  If more than one is checked, another petition is needed.  (
	See Section III.B.
	See Section III.B.
	See Section III.B.


	Only one box should be checked

	B      must be entered if "Denial of exemption" is checked. 
	Exemption type

	C      is checked, entry in 2.D must be 10-digit TPP Account #.  
	If "Tangible personal property value"

	D     ". "  If this box is checked, refer to "joint petitions" requirements on 
	page 26
	page 26
	page 26


	Check here if this is a joint petition

	E     ""  If left blank by the petitioner, the entry is "15 mins" 
	Enter the time you think you need

	F     "…"  If box is checked, a list of dates must be attached. 
	There are specific dates 

	 
	4.  
	PART 3.  Certification 

	A      - Taxpayer must sign if there is no agent, or if there is no entry in 4.D and  
	Signature, taxpayer

	    no letter of authorization from the taxpayer. 
	B **  should be printed clearly, and the petition must be dated. 
	The taxpayer or agent name

	C     , there must be a Professional license number in 4.D,  
	If signed by "agent" (and not Taxpayer)

	         or a letter of authorization from the taxpayer must accompany the petition. 
	D      - If an agent has signed in 4.C, this field may be completed.   
	Professional license number

	 
	E      (varies for different types of petitions), 
	If petition is being filed after the statutory deadline

	            this box must be checked and a statement of reasons for late filing must accompany petition. 
	 
	Artifact
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	II. VERIFY INFORMATION ON CHECK USED FOR PAYMENT  
	            (If payment is made in cash, ). 
	go directly to III on page 4
	go directly to III on page 4
	go directly to III on page 4



	 
	The VAB reserves the right to reject "starter" checks, third-party checks, bank "counter" checks and any other form of payment not in accordance with sound business practice. 
	 
	1. CHECK OR MONEY ORDER REQUIREMENTS 
	 
	a. Date must be current date or no more than 60 days prior to current date. 
	 
	b. Check/Money Order must be made payable to "Clerk of Courts", "Clerk of Circuit Courts",  "Lee County Clerk of Courts", or "Lee County Value Adjustment Board".  If mailed check is payable to the wrong party, give the check/petition to the Lead VAB Clerk or Office Manager for further action. 
	 
	c. Numeric amount and written amount must match.  See chart below for the required amounts for various types of transactions. 
	 
	d. The Check/Money Order must be signed. 
	 
	 
	Artifact

	 
	 
	 
	2. FEE CHART  
	 
	As petitions are entered, Axia will automatically calculate the fees due.   
	 
	Except for the simplest transaction (1 petition, 1 parcel), it is best to wait until all petitions and parcels  
	are entered before entering the payment information. 
	 
	Transaction Type 
	Transaction Type 
	Transaction Type 
	Transaction Type 

	# Petitions 
	# Petitions 

	# Parcels 
	# Parcels 

	Base Fee 
	Base Fee 

	Plus 
	Plus 

	Total 
	Total 


	Single Petition Type, Single Parcel 
	Single Petition Type, Single Parcel 
	Single Petition Type, Single Parcel 

	1 
	1 

	1 
	1 

	15.00 
	15.00 

	           0.00 
	           0.00 

	15.00 
	15.00 


	Single Petition, Two Contiguous Parcels 
	Single Petition, Two Contiguous Parcels 
	Single Petition, Two Contiguous Parcels 

	1 
	1 

	2 
	2 

	15.00 
	15.00 

	10.00 
	10.00 

	25.00 
	25.00 


	Two Petitions, One Parcel Each 
	Two Petitions, One Parcel Each 
	Two Petitions, One Parcel Each 

	2 
	2 

	2 
	2 

	30.00 
	30.00 

	0.00 
	0.00 

	30.00 
	30.00 


	Single Petition, Three Contiguous Parcels 
	Single Petition, Three Contiguous Parcels 
	Single Petition, Three Contiguous Parcels 

	1 
	1 

	3 
	3 

	15.00 
	15.00 

	15.00 
	15.00 

	30.00 
	30.00 


	 Single Petition, Two Petition Types 
	 Single Petition, Two Petition Types 
	 Single Petition, Two Petition Types 

	2 
	2 

	1 
	1 

	      15.00 
	      15.00 

	 Waive Fee 
	 Waive Fee 

	15.00 
	15.00 


	Single Petition, Multiple Contiguous Parcels or Condo Units (see pg 25) 
	Single Petition, Multiple Contiguous Parcels or Condo Units (see pg 25) 
	Single Petition, Multiple Contiguous Parcels or Condo Units (see pg 25) 

	1 
	1 

	n 
	n 

	15.00 
	15.00 

	(n x $5.00) 
	(n x $5.00) 

	15.00 + 
	15.00 + 
	(n x $5.00) 
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	III. ENTER PETITION INFORMATION 
	A. PETITION ENTRY BASICS 
	 
	1. IMPORTANT NOTES : 
	BEFORE YOU BEGIN TO ENTER A TRANSACTION

	 
	a. If there are any problems with a petition or check, please complete a , attach it to the front of the petition paperwork, and give it to the Lead VAB Clerk or Office Manager immediately for corrective action. 
	Form PFI
	Form PFI
	Form PFI



	b. , verify that at least one of the following is true: 
	If an agent is filing the petition

	(1) A Professional License Number or Florida Bar Number (FBN) has been provided, or 
	(2) The taxpayer and the agent have  signed the petition, or 
	both

	(3) A letter of authorization from the taxpayer is attached to the petition. 
	 If none of these conditions is met, do not process the petition.   
	 Give the petition and paperwork  to the Lead VAB Clerk or Office Manager  
	(with a completed Form PFI)

	 
	       
	Artifact

	  
	c.  
	If you must "abandon" the transaction entry
	before entering payment information 

	 (1) Use the "Cancel" button   at the bottom of the "Petitioner/Agent/Payments" window.   
	Artifact

	(2)  the "X" at the top of the window. 
	Do not use

	 
	 
	Artifact

	 
	Normal
	d. If you discover a problem after entering payment information, do not navigate away from the payment screen.  Ask the  Minutes Manager or Lead VAB Clerk for help. 

	 
	2. LAUNCHING AXIA  
	  
	 Each clerk who is responsible for entering petition data will be provided with information needed to access the system. 
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	3. "AXIA TOOL BAR" WITH DROPDOWN MENUS - LOCATED ON THE AXIA "MAIN PAGE" 
	a. Only the "File" menu is used for petition entry, except for "Agent Upload" transactions. (See Section E)  b. The "Close Out" Menu will be used daily to reconcile individual clerk transactions. 
	 
	            
	Artifact

	 
	4. BEGINNING A "NEW TRANSACTION" 
	Instructions on pages 5-17 apply to all petitions.   
	After the initial petition or parcel has been entered, additional instructions will be provided for: 
	Petitions for a single parcel with more than one "Reason for Petition" (Petition Type) - (),  
	pgs 18-21
	pgs 18-21
	pgs 18-21



	Multiple petitions in one transaction (all paid for with one check) - (),  
	pgs 22-25
	pgs 22-25
	pgs 22-25



	Single petition with multiple condo units or contiguous vacant parcels - (). 
	pgs 26-32
	pgs 26-32
	pgs 26-32



	 
	 a. Click on "File". 
	 b. Select "New Transaction". 
	              
	Artifact

	  
	 c. The "Main Transaction" window will appear with a status of "Transaction Not Loaded". 
	 d. The "Petitioner/Agent/Payments" window will be displayed. 
	                
	Artifact
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	5. ENTRIES INTO THE "PETITIONER/AGENT/PAYMENTS" WINDOW 
	 
	Basic information is taken from PART 1 of the petition form.  () 
	See page 2
	See page 2
	See page 2



	 
	                           
	Artifact

	 
	a. If an agent is filing the petition, enter the "Agent #" (if provided) or use Agent Lookup to obtain Agent information. 
	 If an agent is not filing, . 
	go to Section 5.b. on page 7
	go to Section 5.b. on page 7
	go to Section 5.b. on page 7



	(Do not enter a parcel number in the "Petitioner/Agent/Payments" window if an agent is filing.) 
	 
	To perform Agent Lookup:   
	 
	(1) Click on the "Agent" lookup icon  
	Artifact

	 
	        
	Artifact

	 
	 
	(2) Enter all or part of the Agent's name.        (3)   Select search criteria.        (4)  Click on "Search" 
	 
	                     
	Artifact

	 
	  
	If the Agent name is not in the list, click "OK" in the "No Records Found" dialog box, close the "Search Agent"  panel, and , 
	go to Section 6.a. on page 9
	go to Section 6.a. on page 9
	go to Section 6.a. on page 9



	 
	        
	Artifact

	 
	 
	(5) From the "Search Agent" dropdown list, locate the correct Agent and double-click the row. 
	 
	           
	Artifact
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	Return to page 22
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	Return to page 22



	 
	 (6) You will be returned to the "Petitioner/Agent/Payments" window with basic Agent information completed. 
	 for instructions on completing the petitioner and payment information. 
	Go to page 9
	Go to page 9
	Go to page 9



	 
	            
	Artifact

	 
	b. If the taxpayer is filing his/her own petition (no agent).             
	Return to page 6
	Return to page 6
	Return to page 6


	Return to page 18
	Return to page 18
	Return to page 18



	  
	       
	Artifact

	 
	  (1) Type in the "Parcel ID" (numbers and letters only, no dashes or dots), and hit the "Enter" key. 
	 
	              
	Artifact

	 
	(2) If Parcel ID is correct, name/address information from the Property Appraiser's database will auto-populate.  
	 for instructions on completing the petitioner and payment information. 
	Go to page 9
	Go to page 9
	Go to page 9



	If the Parcel ID is not provided or is not correct, go to Step "c." below.   
	 
	               
	Artifact

	 
	c. If Parcel ID is not provided or is not correct, use the Owner Lookup to find the correct parcel. 
	 
	(1) Click on the "Owner" lookup icon  
	Artifact

	 
	      
	Artifact
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	(2) Enter all or part of the Owner's name.      
	(3) Select search criteria.       
	(4) Select "Search". 
	 
	                  
	Artifact

	 
	 
	(5) From the "Search PAO Data" dropdown list, locate the correct "OwnerName" and double-click the row.   
	 If the Owner has multiple properties, use the address to determine the correct parcel. 
	 
	Artifact

	 
	(6) You will be returned to the "Petitioner/Agent/Payments" window with basic owner information from the Property Appraiser's database completed.    for instructions on completing the Petitioner and payment information. 
	Go to page 9
	Go to page 9
	Go to page 9



	 
	 
	Artifact

	 
	 
	d. If neither Parcel ID entry nor Owner Lookup returns correct petitioner information, please check with the Lead VAB Clerk or Office Manager.  The parcel may be classified as "Confidential" in the Property Appraiser's database, and the petition will require special treatment. 
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	6. COMPLETING INFORMATION IN THE "PETITIONER/AGENT/PAYMENTS" WINDOW 
	 
	 a. Completing Petitioner Information 
	 
	   
	Artifact

	 
	(1) Verify that the address shown is the correct mailing address as shown on the petition; edit if necessary.   
	Artifact

	 See (4) below for information about addresses outside the United States. 
	(2) Verify or add phone, fax and email information (as provided on petition). 
	Artifact
	Artifact

	 
	(3) The "Password" will be automatically assigned when payment information is complete. 
	 
	                    
	Artifact

	 
	 
	(4) For International addresses only:  
	 (a) The Province and postal code information should be entered in the "Address2" line. 
	 (b) The country name should be entered in the "City St Zip" line. 
	  
	Artifact

	   (c) In the "Zip Code Not Found" dialog box, select "OK" to close the dialog box and continue the entry process.   
	 
	                         
	Artifact
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	 b. Completing Other Information 
	 
	  (1) Use the drop-down list to select the "Time Needed to Present Petition" (e.g., 15 mins).   
	 If no time is provided, select "15 mins".   
	 
	                   
	Artifact

	 
	 
	Artifact

	    
	  (2) If the petition includes a list of unavailable dates:  
	                (a) Click on "Set" on the "Dates NA" line.  The "Dates Not Available" calendar window will appear. 
	 
	    
	Artifact

	    
	   (b) Hold down the "Ctrl" key while selecting the desired dates on the calendar.   
	    It is not necessary to enter Saturdays or Sundays. 
	   (c) The highlighted dates will appear in the box below the calendar. 
	 
	                            
	Artifact

	   (d) When all appropriate dates are highlighted, click "OK" to return to the "Petitioner/Agent/Payments" window. 
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	   (e) The selected dates will be displayed in the "Dates NA" box. 
	 
	  
	Artifact

	 
	(3) Select the petitioner "Contact Pref" from the dropdown list.   
	Artifact

	Select "US mail" if no boxes are checked. 
	 
	   
	Artifact

	 
	 
	                
	Artifact

	 
	 c. Entering Payment Information 
	 
	  (1) If the petition you are entering is NOT a single petition with one parcel and one "Reason for Petition" (Petition Type): 
	(a) DO NOT ENTER payment information at this time.   
	(b) Click on "OK (F3)" to be returned to the "Main Transaction" window and refer to the page(s) indicated below for additional instructions. 
	Petitions for a single parcel with more than one "Reason for Petition" (Petition Type)  
	go to page 18
	go to page 18
	go to page 18



	Multiple petitions in one transaction (all paid for with one check),  
	go to page 22
	go to page 22
	go to page 22



	Single petition with multiple condo units or contiguous vacant parcels, . 
	go to page 26
	go to page 26
	go to page 26



	 
	                  
	Artifact
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	(2) If this is a single petition with a single parcel and only one Reason for Petition (Petition Type):  
	   (a) From the "Payment Type" dropdown list, select "CASH", "CHECK", or "WAIVE FEE" 
	 (NOTE:  "WAIVE FEE" is only used for some Denials of Homestead Exemption Applications, for a Portability petition where the new homestead is in a different county and Lee County is the county where the previous homestead was located, for or for an additional petition for the same parcel.  Please see the Lead VAB Clerk or Office Manager if there is any question about waiving the fee.) 
	the denial of a tax deferral, for a petition filed by a taxpayer who demonstrates at the time of filing, by an appropriate certificate or other documentation issued by the Department of Children and Family Services and submitted with the petition, that the petitioner is then an eligible recipient of temporary assistance under Chapter 414, Florida Statutes, 

	 
	   (b) The amount "$15.00" will be automatically inserted if "CASH" or "CHECK" is selected. 
	    This is the correct amount for a single petition with a single parcel number. 
	 
	Artifact

	 
	 
	(c) Enter the check or money order number, if applicable, in the "Ref/Check No" box. 
	(d) Verify that "Total Fees" and "Total Payments" are equal. 
	(e) Verify that "Over/Short" is $0.00  
	   NOTE: If there is a problem at this point, contact the Lead VAB Clerk or Office Manager.   
	   OR NAVIGATE AWAY FROM THE PAYMENTS WINDOW. 
	DO NOT 
	ATTEMPT TO
	ATTEMPT TO

	 CANCEL THE TRANSACTION 

	(f) Ignore the "Scan" link that appears when "CHECK" is selected.   Lee County does not scan check images. 
	   (g) Select "OK (F3)" to return to the "Main Transaction" window. 
	  
	Artifact

	 
	 
	 
	 
	 
	 
	 
	                     
	Return to Table of Contents
	Return to Table of Contents
	Return to Table of Contents


	Return to page 19
	Return to page 19
	Return to page 19


	Return to page 20
	Return to page 20
	Return to page 20


	Return to page 23
	Return to page 23
	Return to page 23
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	7. COMPLETING INFORMATION IN THE "Main Transaction" WINDOW 
	 
	 a. Enter Petition Information 
	 
	  (1) From the "Type" dropdown list, select the correct "Petition Type" (Reason for Petition): 
	(2) Leave the PAO Evidence "Released" box unchecked   
	(3) Check "Send Property Card" if box is checked on petition: 
	  (4) Check "Will Not Attend Hearing" if box is checked on petition. 
	 
	     
	Artifact

	 
	Artifact
	Artifact
	Artifact
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	 b. Enter Parcel Information 
	 
	  (1) From the "Type of Property" dropdown list, select the "Type of Property" as checked on the petition. 
	 
	                            
	Artifact

	 
	                           
	Artifact
	Artifact

	 
	  (2) The "DOR Use" field should be either a number from 01 thru 99 or blank.   
	   If this field contains a capital letter, there is a problem with the parcel;  
	   and the petition should be referred to the Lead VAB Clerk or Office Manager immediately.  
	    
	Artifact

	   This field should only be blank if Petition Type is Tangible Personal Property Value (DOR_2), and should be     corrected to "n/a"  
	 
	                       
	Artifact
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	8. FINAL STEPS - SCANNING AND POSTING 
	 
	a. Scan the petition form
	  (NOTE:  Any letter of authorization will be scanned as a separate "LOA" image.) 

	 
	(1) Complete the clerk's entries at the top of the Petition Form (), and put your initials next to the date. 
	see pages 1 & 2
	see pages 1 & 2
	see pages 1 & 2



	 
	         
	Artifact

	 
	(2) Be sure that the image selection is "Petition". 
	 
	(3) When scanning for the first time into an Axia file, uncheck the "(Quick)" box. 
	 
	(a) Place documents in the scanner, and select "Scan" 
	 
	             
	Artifact

	 
	 (b) From the "Resolution" dropdown list, select "300 x 300". 
	 
	 (c) From the "Image Mode" dropdown list, select "Black & White" (for petitions and most other images). 
	                
	Artifact

	   
	 
	(d) Select "Scan" to scan the document. 
	 
	(e) Select "Close" to complete the image transfer. 
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	Return to page 32
	Return to page 32



	(4) After the first document has been scanned, re-check the "(Quick)" box.   
	The "Resolution" and "Image Mode" settings will be retained.   
	You may uncheck the box to temporarily change settings for special scanning needs. 
	 
	 
	Artifact

	 
	b. Scan additional images
	, including LOA 

	 If there are additional documents to be scanned, select the appropriate "Image" type from the dropdown list and  
	 . 
	repeat Steps (3)(a), (3)(d), and (3)(e)  on page 15
	repeat Steps (3)(a), (3)(d), and (3)(e)  on page 15
	repeat Steps (3)(a), (3)(d), and (3)(e)  on page 15



	   
	Artifact

	 
	 c. Post the Transaction 
	 
	After all data has been entered and the petition form and other paperwork (if applicable) have been scanned: 
	 (1) On the "Petition Transaction" Tool Bar, select the "Post Transaction"  icon  
	Artifact

	 
	  
	Artifact

	 
	(2) When the "Print Receipt" dialog box appears, select "Yes" to print the receipt.  
	 (At this time, there is no option to email the receipt.) 
	 Note:  Beginning in 2011, Axia provides the capability to automatically print with the receipt any information that has  been scanned or uploaded into the "VAB Info Package" image.  It has not yet been determined whether this feature  will be utilized. 
	 
	            
	Artifact
	Artifact
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	Return to page 25
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	Return to page 25


	Return to page 32
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	(3) The "Petition #" is assigned by Axia and displayed in the "Main Transaction" window. 
	 
	         
	Artifact

	 
	d. Complete the petition filing process. 
	 
	(1) Write the "Petition #" in the appropriate space on the original petition form. 
	 
	 
	Artifact

	 
	(2) Distribute paperwork: *** 
	       a.     Make a copy of the petition to send to the PAO. 
	 b.    Any additional materials submitted by the petitioner should be scanned into the appropriate image type in the    petition record and sent to the PAO with the petition copy. 
	       c.     Return the original petition with the receipt to the petitioner, along with appropriate VAB informational materials     (Petitioner Information sheet, etc.) 
	 
	(3) Put checks/cash in the appropriate safe place (cash drawer, cash bag) as assigned. 
	 
	(4) Close the posted transaction before beginning the next transaction. 
	 
	        
	Artifact
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	 Return to page 5
	 Return to page 5
	 Return to page 5


	Return to page 11
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	Return to page 21
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	B. ENTERING PETITIONS FOR A SINGLE PARCEL WITH MULTIPLE PETITION TYPES 
	B. ENTERING PETITIONS FOR A SINGLE PARCEL WITH MULTIPLE PETITION TYPES 
	B. ENTERING PETITIONS FOR A SINGLE PARCEL WITH MULTIPLE PETITION TYPES 


	   
	1. PREPARE APPROPRIATE PAPERWORK: 
	 When a petitioner wishes to file petitions for multiple petition types (Reason for Petition) on a single parcel: 
	 a. A separate petition form should be submitted for each "Reason for Petition".   
	  If two separate petition forms have been submitted, . 
	go to Step 2
	go to Step 2
	go to Step 2



	 b. If only one petition form is submitted with multiple boxes checked, multiple petition forms must be created. 
	  
	Artifact

	c. Make a copy of the original petition.   
	 (1) Circle one "Reason for Petition" on the original petition, and 
	 (2) Circle the other "Reason for Petition" on the copy. 
	                 ORIGINAL 
	Artifact

	                          COPY 
	Artifact

	 
	2. ENTER INFORMATION FOR THE FIRST PETITION TYPE  
	 a. Enter basic information in "Petitioner/Agent/Payments" window: 
	  (1) If the taxpayer is filing the petition, refer to  
	Section A.5.b on page 7
	Section A.5.b on page 7
	Section A.5.b on page 7



	  (2) If an Agent is filing the petition: 
	   (a) Refer to  to enter the information for the first petition into the       "Petitioner/Agent/Payments" window and  
	Section A.5.a on page 6
	Section A.5.a on page 6
	Section A.5.a on page 6



	   (b) Leave the "Parcel ID" line blank.  , 
	 
	 b. DO NOT ENTER PAYMENT INFORMATION AT THIS TIME. 
	 
	                 
	Artifact
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	 d. Enter Information for the first (Real Property Value) petition in the "Main Transaction" window. 
	   
	(See pages 13 thru 14)
	(See pages 13 thru 14)
	(See pages 13 thru 14)



	                  
	Artifact

	 
	 
	 d. Scan the first petition form.  ) 
	(See page 15
	(See page 15
	(See page 15



	 
	3. ENTER INFORMATION FOR ADDITIONAL PETITION TYPE 
	 
	 a. Click on the "Add Petition" icon   
	Artifact

	 
	  
	Artifact

	 
	 b. In the "Add Petition" dialog box, enter "1", then select "OK".                 
	 
	                       
	Artifact

	 
	c. An updated "Main Transaction" window will appear indicating "Total Fees $30.00 - Pending" and "Petition 2 of 2". 
	 
	           
	Artifact
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	 d. Check the "Waive Fee" box.  The "Total Fees" line will change to "$15.00 - Pending". 
	 
	 e. Enter information for the second petition type.  () 
	See pages 13 thru 14.
	See pages 13 thru 14.
	See pages 13 thru 14.



	        
	             
	Artifact

	 
	 f. After all information for both petitions is entered, and both petition forms have been scanned: 
	  Select the link in the "Receipt Information" box to return to the "Petitioner/Agent/Payments" window. 
	              
	Artifact
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	4. COMPLETE PAYMENT INFORMATION 
	  
	 a. Because the fee was waived on all but the first petition, the "Total Fees" value is only "$15.00". 
	 b. Enter the payment information. 
	 c. Verify totals. 
	 d. Select "OK(F3)" to return to the "Main Transaction" window.   
	 
	             
	Artifact

	 
	4. FINAL STEPS 
	 a. Post the Transaction  (.) 
	See Page 16
	See Page 16
	See Page 16



	 b. Comlete the Filing Process  (.) 
	See Page 17
	See Page 17
	See Page 17
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	C. ENTERING MULTIPLE PETITIONS IN ONE TRANSACTION 
	  When a petitioner submits a single check or single cash payment for two or more petitions, 
	all of the petitions must be entered in one single transaction. 
	Note:  If an agent has submitted a list of parcel numbers suitable for "Agent Upload", refer to Section E. 
	 
	 
	1. ENTER INFORMATION FOR THE FIRST PETITION 
	 a. Enter basic information in "Petitioner/Agent/Payments" window: 
	  If an Agent is filing the petition, refer to  to enter the information for the first petition into the   "Petitioner/Agent/Payments" window and leave the "Parcel ID" line blank.  , 
	Section A.5.a on page 6
	Section A.5.a on page 6
	Section A.5.a on page 6



	  If the taxpayer is filing the petition, refer to  
	Section A.5.b on page 7
	Section A.5.b on page 7
	Section A.5.b on page 7



	  
	 b. DO NOT ENTER PAYMENT INFORMATION AT THIS TIME. 
	  
	 c. Select "OK(F3)" to return to the "Main Transaction" window. 
	 
	     
	Artifact

	 
	   
	 
	Artifact
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	d. Enter appropriate information for the first petition in the "Main Transaction" window.  
	(See pages 13 thru 14.)
	(See pages 13 thru 14.)
	(See pages 13 thru 14.)



	 
	  
	Artifact

	 
	e. Scan the first petition form.  (.) 
	See page 15
	See page 15
	See page 15
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	2. ENTER INFORMATION FOR THE ADDITIONAL PETITIONS  
	 
	 a. Click on the "Add Petition"  icon  
	Artifact

	 
	  
	Artifact

	 
	 b. In the "Add Petition" dialog box, enter the number of petitions to be added, then select "OK". 
	 
	                       
	Artifact

	 
	c. An updated "Main Transaction" window will appear indicating "Total Fees $30.00 - Pending" and "Petition 2 of 2". 
	  (or "Total Fees" equal to $15.00 times the total number of petitions (n)  and "Petition 2 of n") 
	 
	              
	Artifact

	 
	d. Enter appropriate information for the second petition in the "Main Transaction" window.   
	(See pages 13 thru 14.)
	(See pages 13 thru 14.)
	(See pages 13 thru 14.)



	 
	   
	Artifact

	 
	 
	 
	Artifact
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	 e. In the "Parcel Information" panel, enter the "Parcel ID" for the second petition. 
	  The name, address, and other data should auto-populate. 
	   
	Artifact

	   
	Artifact

	 
	 f. From the "Type of Property" dropdown list, select the Type of Property for this petition/parcel. 
	   
	Artifact

	             
	Artifact

	 
	g. Scan the second petition form. (.) 
	See page 15
	See page 15
	See page 15



	 
	h. If there are additional petitions to add to the transaction, use the arrows to access each petition record and  
	 . until all petitions for the transaction have been entered. 
	repeat Steps 2.d. thru 2.g
	repeat Steps 2.d. thru 2.g
	repeat Steps 2.d. thru 2.g



	  
	Artifact

	 
	 i. Click on the link in the "Receipt Information" panel to return to the "Petitioner/Agent/Payments" window 
	    
	Artifact

	3. COMPLETE PAYMENT INFORMATION 
	 a. Enter payment information. 
	 b. Verify that "Total Fees" are equal to "Total Payments". 
	 c. Select "OK(F3)" to return to the "Main Transaction" window.    
	 
	              
	Artifact

	 
	4. FINAL STEPS 
	 a. Post the Transaction  (.) 
	See Page 16
	See Page 16
	See Page 16



	 b. Comlete the Filing Process  (.) 
	See Page 17
	See Page 17
	See Page 17
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	D. ENTERING A SINGLE PETITION WITH MULTIPLE "CONTIGUOUS" PARCELS Note:  If an agent has submitted a list of parcel numbers suitable for "Agent Upload", refer to Section E. 
	 
	1. INFORMATION REGARDING "SINGLE JOINT PETITIONS" 
	 Some petitions are filed for multiple, contiguous undeveloped parcels, or for all units within a particular condominium association.   
	 Any petitioner claiming "contiguous" parcel fees must have a letter from the Property Appraiser confirming that all vacant parcels or condo units on the petitioner's list are contiguous (Form DR-486MU). 
	 In addition, an agent filing on behalf of a condominium association must provide a copy of the board of administration or directors’ resolution authorizing the filing of the petition. 
	 
	Check with the Lead VAB Clerk or Office Manager if there is any question as to whether all listed parcels can be submitted on one petition.   
	 
	 a. Sample Petition 
	 (1) Agent name 
	 (2) References to attached parcel list 
	 (3) Type of Property:  Cannot be "Business machinery, equipment" (Tangible personal property). 
	 (4) Reason for petition:  Cannot be "Tangible personal property value". 
	 
	                         
	Artifact

	 
	 
	b. List of Parcels for this Petition (See next page for completed form DR-486MU) 
	 
	                          
	Artifact
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	c. Completed DR-486MU 
	 
	 (1) Statutory reference to requirement for documentation from agent filing on behalf of condo association. 
	 (2) First 13 digits of 17-digit parcel numbers for parcels to be petitioned. 
	 (3) Listing of the last 4 digits of each parcel number in the group. 
	 (4) Parcel count for page 1 
	 (5) Verify total number of pages submitted before beginning to enter petition information. 
	 (6) Verify total number of parcels submitted on all pages before beginning to enter petition information. 
	 (7) Verify that someone in the Property Appraiser's Office has signed and dated the certification. 
	 
	                            
	Artifact
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	2. ENTER PETITIONER/AGENT INFORMATION 
	 a. Open a "New Transaction" () and 
	see page 5
	see page 5
	see page 5



	  (1) Enter the Petitioner Information or the Agent Number, or  
	  (2) Use the "Agent lookup" icon  in the "Petitioner/Agent/Payments" window to find the agent () 
	See page 6.
	See page 6.
	See page 6.


	Artifact

	   You will be returned to the "Petitioner/Agent/Payments" window to complete agent contact information.  
	 b. DO NOT ENTER A PARCEL ID OR ANY PAYMENT INFORMATION AT THIS TIME. 
	 c. Select "OK(F3)" to return to the "Main Transaction" window. 
	            
	Artifact

	 
	3. ENTER INFORMATION FOR THE PETITION -  
	(See Pages 13 thru 14.)
	(See Pages 13 thru 14.)
	(See Pages 13 thru 14.)



	 
	 
	 
	Artifact
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	4. ENTER INFORMATION FOR THE PARCELS 
	 a. If more than 10 parcels are listed, . 
	go to "Process Parcels" on page 30
	go to "Process Parcels" on page 30
	go to "Process Parcels" on page 30



	 b. Otherwise, enter Information for the first parcel: 
	 (1) Enter the first listed parcel number in the "Parcel ID" line. 
	 (2) From the "Type of Property" dropdown list, select the appropriate "Type of Property".   
	 
	    
	Artifact

	 
	 c. Enter information for the remaining parcels 
	  (1). Select the "Add Parcels" icon ,  
	Artifact

	  (2) In the "Add Parcels" dialog box, enter the number of parcels to add and click "OK" 
	        
	Artifact
	Artifact

	 
	   (3) Enter "Parcel ID" and select "Type of Property" for the 2nd parcel. 
	 
	    
	Artifact

	 
	 (4) Use the "arrow" to move to each of the next parcel records, and  
	  (a). Enter the corresponding parcel number from the list into the "Parcel ID" line.   
	  (b). Select the appropriate "Type of Property" for each parcel. 
	 
	   
	Artifact

	 
	   
	Artifact

	    
	Artifact

	 
	WHEN ALL PARCELS HAVE BEEN ENTERED,  
	GO TO STEP 6. ON PAGE 32
	GO TO STEP 6. ON PAGE 32
	GO TO STEP 6. ON PAGE 32
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	5. "PROCESS PARCELS" FOR A LARGE NUMBER OF PARCELS (MORE THAN 10) ON ONE PETITION 
	 
	 a.   Sample Petition Form (DR-486) 
	                   
	Artifact

	 
	 b.  Sample Attachment to Single Joint Petition (DR-486MU) 
	                 
	Artifact

	 
	 c. After completing "new transaction" entry : 
	Steps 2.a thru 3.d on page 28
	Steps 2.a thru 3.d on page 28
	Steps 2.a thru 3.d on page 28



	 
	 d. From the "Parcel Information" panel, click on the "Parcel ID" Lookup icon    . 
	Artifact

	   
	                      
	Artifact

	  
	 e. In the "Search PAO Data" dialog box, enter "Owner Name" and click "Search". 
	 
	                      
	Artifact
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	 f. From the "Parcel" (FolioNumber) dropdown list, select those to be added to the petition (18) 
	 g. Click on "Process Parcel(s)". 
	 
	                      
	Artifact

	 
	 h. All 18 parcels will be added to the transaction, and you will see a "Number of Parcels Added" dialog box stating that 17   parcels have been added.  Click "OK" in the dialog box. 
	                     
	Artifact

	 i. Use the "arrow" to move to each parcel record, and select the "Type of Property" for each parcel. 
	 
	                     
	Artifact

	   
	  NOTE:  You may also use the "Parcels" dropdown list to navigate through the multiple parcels. 
	                   
	Artifact

	 
	  j. Continue to process the petition beginning at Step 6. on the next page. 
	 
	Return to Table of Contents
	Return to Table of Contents
	Return to Table of Contents



	6. COMPLETE PAYMENT INFORMATION 
	a. Click on the link in the "Receipt Information" panel to return to the "Petitioner/Agent/Payments" window. 
	 
	       
	Artifact

	 
	b. Enter payment information  
	 
	c. Verify that "Total Fees" are equal to "Total Payments". 
	   (NOTE:  For the "Process Parcels" example in Section 5, the totals for 18 parcels would be $105.00) 
	 
	  d. Select "OK(F3)" to return to the "Main Transaction" window.    
	 
	                     
	Artifact

	 
	 7. FINAL STEPS 
	  a. Scan the petition and other paperwork.  (.) 
	See page 15
	See page 15
	See page 15



	  b. Post the transaction.  (.) 
	See page 16
	See page 16
	See page 16



	  c. Complete the petition filing process.  (.) 
	See page 17
	See page 17
	See page 17
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	IV.  DAILY CASHIER CLOSE OUT 
	 
	The Close Out menu is used by VAB Cashiers to reconcile their daily transactions.  
	 
	1. When all daily transactions have been posted: 
	 
	 a. Run separate tapes of all cash and all check receipts, with a "count" on the checks. 
	 
	b. Prepare the "User Close Out Report". 
	 
	 (1) On the "Axia Tool Bar", select the "Close Out" menu. 
	 
	             
	Artifact

	 
	   (2) Select "User Close Out".   
	 
	                           
	Artifact

	 
	   (3) Use the dropdown calendar to select the appropriate date, if it is not already in the "Closeout Date" box. 
	 
	                            
	Artifact

	 
	   (4) Enter the beginning and ending cash amounts (if any).   
	   (5) Enter the "User Check Count" and the "User Check Total" amount from your tapes. 
	   (6) Click anywhere in the "white area" of the screen. 
	             
	Artifact
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	(7) If amounts agree, select "Reconcile".  If the amounts do not agree, verify the information from your  
	 tapes and try again; or contact the Lead VAB Clerk or Office Manager for assistance. 
	 
	                        
	Artifact

	 
	       (8) When totals are balanced, select "View Closeout Report" to review the transaction details. 
	              
	Artifact

	 
	(9) Select the "Print" icon  to print the report; and submit the report with your tape, checks, money orders, 
	Artifact

	 and/or cash to the Lead VAB Clerk or Office Manager. 
	 
	              
	Artifact

	 
	 
	      t
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	Agent or Owner Name on petition 
	Agent or Owner Name on petition 

	  
	  

	  
	  

	  
	  

	  
	  

	 
	 


	 
	 
	 

	 
	 

	 
	 

	 
	 

	 
	 

	 
	 

	 
	 

	 
	 

	 
	 

	 
	 


	 
	 
	 

	Reviewed by 
	Reviewed by 

	 
	 

	 
	 

	 
	 

	 
	 

	Date 
	Date 

	  
	  

	  
	  


	 
	 
	 

	 
	 

	 
	 

	 
	 

	 
	 

	 
	 

	 
	 

	 
	 

	 
	 

	 
	 


	 
	 
	 

	The attached petition and paperwork has been submitted for review and action because: 
	The attached petition and paperwork has been submitted for review and action because: 


	 
	 
	 

	(Check all reasons that apply) 
	(Check all reasons that apply) 

	 
	 

	 
	 

	 
	 

	 
	 

	 
	 


	 
	 
	 

	 
	 

	 
	 

	 
	 

	 
	 

	 
	 

	 
	 

	 
	 

	 
	 

	 
	 


	_____ 
	_____ 
	_____ 

	1 
	1 

	No check was included with a petition for other than Homestead exemption denial 
	No check was included with a petition for other than Homestead exemption denial 


	 
	 
	 

	 
	 

	 
	 

	 
	 

	 
	 

	 
	 

	 
	 

	 
	 

	 
	 

	 
	 


	_____ 
	_____ 
	_____ 

	2 
	2 

	The check or money order is not signed 
	The check or money order is not signed 

	 
	 

	 
	 

	 
	 

	 
	 


	 
	 
	 

	 
	 

	 
	 

	 
	 

	 
	 

	 
	 

	 
	 

	 
	 

	 
	 

	 
	 


	_____ 
	_____ 
	_____ 

	3 
	3 

	The check or money order is not payable to the "Clerk of Courts" 
	The check or money order is not payable to the "Clerk of Courts" 

	 
	 


	 
	 
	 

	 
	 

	 
	 

	 
	 

	 
	 

	 
	 

	 
	 

	 
	 

	 
	 

	 
	 


	_____ 
	_____ 
	_____ 
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	The check or money order is undated or improperly dated. 
	The check or money order is undated or improperly dated. 
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	The amount on the check is incorrect 
	The amount on the check is incorrect 

	 
	 

	 
	 

	 
	 

	 
	 


	 
	 
	 

	 
	 

	 
	 

	 
	 

	 
	 

	 
	 

	 
	 

	 
	 

	 
	 

	 
	 


	_____ 
	_____ 
	_____ 

	6 
	6 

	A filing agent has not provided a PLN, letter of authorization, or owner signature 
	A filing agent has not provided a PLN, letter of authorization, or owner signature 


	 
	 
	 

	 
	 

	 
	 

	 
	 

	 
	 

	 
	 

	 
	 

	 
	 

	 
	 

	 
	 


	_____ 
	_____ 
	_____ 

	7 
	7 

	Real property parcel ID with "Tangible personal property" "Reason for Petition" 
	Real property parcel ID with "Tangible personal property" "Reason for Petition" 


	 
	 
	 

	 
	 

	 
	 

	 
	 

	 
	 

	 
	 

	 
	 

	 
	 

	 
	 

	 
	 


	_____ 
	_____ 
	_____ 
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	TPP Account number with other than "Tangible personal property" "Reason for Petition" 
	TPP Account number with other than "Tangible personal property" "Reason for Petition" 
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	_____ 
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	Multiple TPP accounts on one petition 
	Multiple TPP accounts on one petition 
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	_____ 
	_____ 
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	Multiple parcels on one petition, not vacant property or condominium units 
	Multiple parcels on one petition, not vacant property or condominium units 

	 
	 


	 
	 
	 

	 
	 

	 
	 

	 
	 

	 
	 

	 
	 

	 
	 

	 
	 

	 
	 

	 
	 


	_____ 
	_____ 
	_____ 
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	"Joint petition" box checked, no completed DR-486MU 
	"Joint petition" box checked, no completed DR-486MU 

	 
	 

	 
	 


	 
	 
	 

	 
	 

	 
	 

	 
	 

	 
	 

	 
	 

	 
	 

	 
	 

	 
	 

	 
	 


	_____ 
	_____ 
	_____ 
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	DR-486MU has incorrect parcel count 
	DR-486MU has incorrect parcel count 

	 
	 

	 
	 

	 
	 

	 
	 


	 
	 
	 

	 
	 

	 
	 

	 
	 

	 
	 

	 
	 

	 
	 

	 
	 

	 
	 

	 
	 


	_____ 
	_____ 
	_____ 
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	Multiple parcels on one petition, no contiguity confirmation from PAO 
	Multiple parcels on one petition, no contiguity confirmation from PAO 

	 
	 


	 
	 
	 

	 
	 

	 
	 

	 
	 

	 
	 

	 
	 

	 
	 

	 
	 

	 
	 

	 
	 


	_____ 
	_____ 
	_____ 
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	Other:  Specify ___ 
	Other:  Specify ___ 

	  
	  

	  
	  

	  
	  

	  
	  

	  
	  

	  
	  


	 
	 
	 

	 
	 

	 
	 

	 
	 

	 
	 

	 
	 

	 
	 

	 
	 

	 
	 

	 
	 


	 
	 
	 

	 
	 

	 
	 

	 
	 

	 
	 

	 
	 

	 
	 

	 
	 

	 
	 

	 
	 


	 
	 
	 

	Review by Lead VAB Clerk or Office Manager 
	Review by Lead VAB Clerk or Office Manager 

	  
	  

	  
	  

	  
	  

	Date 
	Date 

	  
	  

	  
	  


	 
	 
	 

	 
	 

	 
	 

	 
	 

	 
	 

	 
	 

	 
	 

	 
	 

	 
	 

	 
	 


	 
	 
	 

	Action taken 
	Action taken 

	  
	  

	  
	  

	  
	  

	  
	  

	 
	 

	 
	 

	 
	 


	 
	 
	 

	 
	 

	 
	 

	 
	 

	 
	 

	 
	 

	 
	 

	 
	 

	 
	 

	 
	 


	 
	 
	 

	Suspended Transaction No. if any 
	Suspended Transaction No. if any 

	  
	  

	  
	  

	 
	 

	 
	 

	 
	 


	 
	 
	 

	 
	 

	 
	 

	 
	 

	 
	 

	 
	 

	 
	 

	 
	 

	 
	 

	 
	 


	 
	 
	 

	Deadline for Petitioner Response 
	Deadline for Petitioner Response 

	  
	  

	  
	  

	Received 
	Received 

	  
	  

	  
	  


	 
	 
	 

	 
	 

	 
	 

	 
	 

	 
	 

	 
	 

	 
	 

	 
	 

	 
	 

	 
	 


	 
	 
	 

	Final Action: 
	Final Action: 
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	Date 
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	FORM 
	FORM 
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