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I. BASIC INFORMATION ABOUT PETITION FORM DR-486 

1. COMPLETED BY CLERK OF THE VALUE ADJUSTMENT BOARD (VAB) 
A Petition # - Will be assigned by the Axia system after petition/payment is posted. 

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

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

D 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 

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

B 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. 

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

D ** 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. 

E ** Phone and fax: At least one valid telephone number should be provided. 

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

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

H 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. 

I "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. 

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

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

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

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

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

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

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

F "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. 
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PETITION TO THE VALUE ADJUSTMENT BOARD 
REQUEST FOR HEARING 

Print Form ) 

OR-488 
R. IZ/09 

Rute 120· 16.C,02 
f lt'lrnia Admri1~1rattve Code 

You have the right to an informal conference with the property appraise,. This conference is no1 re<iuired and does no1 change 
your filing due date. You can present facts that support your claim and the property appraiser ca:n present facis that support 
the correctness of the anessment To request 3 conference. contact your county property 3ppraiser. 

For pon,3biJity of homest.ad a.ueume.nt drtfe ... nce. use form OR-◄SePORT. For defernal or J>@nalties. use OR-◄SeOP. 

QJ Petition~ 0 
I 

0 PART 1. Taxpayer lnfom1ation 
COMPLETED BY THE-PETITIONER 

Taxpayer name 0 --------------,-Ag-en_1_© 
-----------------1 

Mailing © Parcel ID and 
addt«S C physical add1es, ® 
tor n«ices or TPP a0COW1l rt 

Phone © fax Email 0 
i,;T;,h,:•..:•;;;t•:;n<l;::•;,;rd:..w;;.:;•Y<..,;;10:..r;:•;:•.:.•i;:v.:.•.:l•.:f:."'c.";;;'•:;t;:io,;;n_;l•:...:.by<..:U.:Sc;m;;.:;•i:;;l._;lfc,P:;O;;•;:•..:ib;;;l•;:•.,;' .::P;;'•::f•:;rc;t::o..;r:.1-co;;;1v;e:l:;;n-:;;f-o;;,rm-;;,-;:•-;;t,-lon;;;.:b-.<.y-_-~= .. =-.::E-::m-::-•:::•-l::::::F:•;;x:,_ © 

® D Send me a copy of ;he real property recOl'd card or t;1ngibte ptoperty worksheet wi1h my hearing notice. ,
0 

D I 'Nill not attend the hearing but would like my evidence considered. In this instance onty, you must submit duplica:e copies 
I of yow evidtnct to th• valut .telju1tmtnt board cltl1c. Fl0tid1 law allow, tht ptoptrty a,ppr.>is.er to 0ro11 t X.Jtnin• or obj tot to 

, yout evidence. The VAS special magiS-:riate ruling will oocur undtr ;he same statutory gU1delines as if you were present 

0 Type or property: D Res. 1-4 unns □Industrial and miscellaneous D H'gh-wa:er recha,ge D Historic, commercial or nonproll 
, O Commercial O Res. 5• unite Q Agricult,.,1 or cws~ed use O Vacant lotc and atreaoe f"'J Business machinery, equipment 

[I} 

® 
© 
0 
I 

~ 

0 
© 
I 
© 

ART 2. Reason for Petition Check one. If more than one. file a separate pe:iton. 0 
::J Rul property value D Oeni,al of exemption. Selee1 or enter type: ® -- _,c_J 
:J Otni~1 of d anrfic3tton O Dtnl,11 tot la te Ming of t x tmpUon or cl tusiflot'uon. lno\ldt ~ cfJlt mmptd copy of ~ppllc.)llon 

::J Parai.trgrandparent redJc:tion D Tangible personal property value. A ,etwn ,~1,1ired bys. 193.052 m1,1s:t have bee.n fi!ed. (S. 194.034, r.s.: 

O Check here if this is, joint petftion. Attach a list of paro•ts whh property l.lppr!liser's determination th3t parcels ;11e 
11,1b1tM ti3ll)' similar. ($. 1Q4.011(3)(•) ond (t), F.S.) 

I I I I Enter the time you think you need to presen~ your case. Most hear ings take 15 minutes. The VAB is not bound by 

minu:es !he requested time. Fot single joint petitions for multiple parcels, provide the time needed for the entire g:roup. 

n Th♦r♦ art spterfto datu I o, my w,tntHH wil l not bt av3Jl3bl♦ to atttnd. I ht'vt tutach♦d a 11,; o1 tht dai♦s. 

YOY h:n-e the rigl,t to e.xchang! evidence wtth lhe F1f0petly appraise1. To int'tiale t'lle e.xch:1nge, yo1,1 m•,1.st .sl&mit yo,.it e\'ile~e directly to tl-.e p,operty 
~ praise, al lea1s1 15 d'ays before the he-,ri11g and ,eq,,1est the properfy anral.se,•s e-\'Oe.nce. A1 !:he 1-,eari'lg, )'OY hawe the ri~t lo h<we witnesses sworn. 

PART 3. Certification 
Under penalties of perjury. I declare that I am the owner of ;he property described in this petition or the authorized agent of 
the own er for purposes of filing this pe:i~ion and for purposes of becoming agent iot service oi process under s . 194.011(3Xg), 
F.S .. and th,t I have rod 1his petidon and the f!le1s stated in it are true. 

© 
Sl~a:ure. laxp-aya 

-© 
Pnni name Oat~ 

Sl~a~ure. a,genl Proreulonal HceM,e rcumtier or f'6.N 
A pet:~ion filed by an unlicensed agem mus1 be signed by the taxpayer or include written authoriz.a:ion from the taxpayer. 

□ I !lm fil ing ~his petition after the petition deadline. I have a t1ached a statem ent of the reasons I filed late and any 
docum • nt1 thal support my st~t • m • nt. 

Your petition will not be complete until you pay the fil ing 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. 

© 

Return to Table of Contents 
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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). 

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. 

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 1 1 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 
Parcels or Condo Units (see pg 25) 1 n 15.00 (n x $5.00) 

15.00 + 
(n x $5.00) 

Return to Table of Contents 
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PART 3. Certification 
Under penalties of perjury, I declare that I am the owner of the property described in this petition or the authorized agent of 
the owner for purposes of filing this petition and for purposes of becoming agent for service of process under s. 194.0 11(3)(9), 
F .S., and that I have read this petition and the facts stated in it a re true. 

® 
Signature, taxpayer Prinl name Date 

(i,i) 
Signature. agenl Professional Mcense nun'ber or FBN 

A petition filed by an unlicensed agent must be signed by the taxpayer or indude written authorization from the taxpayer. 

D I am fi ling this petition after the petition deadline. I have attached a statement of the reasons I fi led late and any 
documents that support my statement. 

Your pet1t1on will not be complete until you pay the fi ling fee. When the VAB has reviewed and accepted 1t, they will assign a 
number, send you a confirmation, and give a copy to the property appraiser 

Poyment(s} 

Payment Type Amoont Ref/Check No 

Petition Fees S0.00 
Convenience Fees S0.00 
Total Fees S0.00 
Total Payments $0.00 
Over/Short S0.00 

Image 

Do not use this to 
abandon a 
transaction 

~---;r:=-----=""-II Usethistoabandon 
OK(f3) a transaction 

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 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 

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

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. 

Return to Table of Contents 

Form ECU 
Approved 8/12/2011 Page 6 of 37 



 
    

 

     
       

     
 

            
 

    
      

      
    

     
       

 

   
   

              
  
      
     

                
 

              
 

~ titions 

0 
Hearings Reports~ dmin 

0 
Hel_P _ 

0 File Pet it ions Hearings Reports Close Out Admi 

0 ~ 
New Transaction n 
File a new petit ion in the Axia system 

D 
Open Transaction 

Open a t ransaction by its unique ID 

0 
Open by Petition Number 

Show a petit ion by its assigned number 

l og Off 

End yoursession and showthelogin screen 

Exit 

Log off and closeAxia 

//" New T.-c111~U iu11 l 
1111·1,H·IAfflti?tM@M 0 

of O () Q) JumpTo; D 

Goo~ C.:iu3c 'cttion G 

r:.ecei ~ lnfornctioB 

r c ti:ion I riornlO:iori 

Petitbn tl ~----~ 

lleori~ 

lype ~ 01:::kheretochoosePetrt1on - ype 

RP.IP.;a~P.f't 

A:kl'itio , c l lnformot on 

1· Peition r .. : $100 

C Will Not At1enj 1-eaini:;; [ =di: Late Filing ~easCfl [ Print DF4&)\'iCN Rem, nc 

•COO o of O t) Q) JumpTo:LJ 
-------------
~ !o CY to O Pa reel Status 

Parcel lnk>rnation Property Values 

Parcel ID q_ Before Cor-ectioo 
~---------~ 

Ow,f>f 

,\ddre~s 

Qty St Zip ~--□C=::J 
00~ Use c==]Oick hereto choose COR Use 

-°"' Oin rict c==J Old: here to choose Tax Dl~nct 

=lnal Decision ~ C1id<: I-ere to ch:,o,e Final CeC-Sio"l 

Exem. Spec . Cede:. 

Tax folflount Dlference 

J-'rcperty ntorrr:att,)n 

Address 
~----------~ 

Cit)· St Zip ~--□C=::J 

S0.00 

S0.00 

S0.00 
S0.00 

S0.00 

S0.00 

S0.00 

~========= 
Magittrate Workc~tc 

SO.OJ 

SO.OJ 

SO.OJ 
SO.OJ 

SO.OJ 
SO.OJ 

SO.OJ 

2:_I 

0 r--------
0 '/o,d 'O Odelt O ;; 

....,." L _=i~J IIQPoett l 
PllO!I ID L:c============ 
A:ldraecl 

EMail 

P,ooe1 

10 

Trne Ra'.1 L :::] 
;==--------------=; 

°"" ... ~----------~ 

Puyment(s, 

Pa')fflmt Type 

Pe:ificn F::eli 
Conver1ence Fees 
Tex.A =cco 
T Ofa, ::ia-,me,t9 

0-/Sliat 

$0,00 
$ 0.00 
S0.00 
" 0.00 
$0,00 

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. 

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". 

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

Return to Table of Contents Return to page 18 Return to page 22 Return to page 28 
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I [Q ~ en! 

:~ Search Agent ~(g]~ 

Aflent Name: I PROFESSIONAL Starts 1Nith ly 

® Ends With 

® Contains 
Exact Match 

N R d F d [RI 
. 
I No records found matdiing your criteria. 

••• 5-e.arch J\Eeul - 5 RP.Cords Fourid 

~IP_RO_P_iEF:_TY ___________ ~I 1Slart5 WAJ:I v ! 
Us111i10 Active 

True 
UsM~ User ame, 
04!>2 PAOnRTYUXCONSULTANTS 

Role User Type 

20 AGEN 

Search 

® 

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

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

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 

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

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, 

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

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. 
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~ ~<'ot '1;. t..ebtll 0 vood lQ Olittc O -

'::@F1~0- 1~-a 
,_., [I 

j 

® ,._ [PROPERTY TAX PROFESSIONALS INC 

,,.._1 42'1NORTHlAICE:st.VO SUlfEB --== Fl 33,UO 

, .... ™1 ..,.., 1 

... 7 

PART 1 Taxpayer'-Worma-"-"--.;;.:ion:..:· -"-------~--
IT&lUJOt ~ 0 f.9§ _© _______ __, 

~ Receipt \ti Label 

. ' . 

}lgent # I ~ O,mer 

® Parcel ID <{?144260600024006Q) 

j ~ Re:,;pt Q;) Label 0 Vo;d \:& Deet, @ ; 
===== Pet,tioner/Agent lnfoonotioo 

Name KLEIST JAMIE L , 

® /,c,dc33 I fiO If, R I I II\IGS S T 

I City !l Zp LEHIGH ACRES 

I ~ Owner 

!I Tron><>ction ~ (g)IBJ 

'-1 
_J 

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

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

(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.  

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 

Return to Table of Contents Return to page 22 
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Parcel ID: @ tv l ® @ Owner Name: Q KLEI ) ( Starts With ) (v 
Search 

Address: I I i:n°ds Wlth 

Legal: I I Contains 
Exact Match 

11,1 Search PAO Data - 6 Records Found ~ [QJ(8] 
~I~ ~ 
Owner Name: I KLEIST I I Starts wth v I 

:==================:::::: :======~ 
Address: v I Search 

Legal: vi 
PAO0atal0 FolioNun-ber OwnerName Owner Address 

,275109 ··-33472584004400000•~-- ----'··KLEIST AARON·R-.-----~··33003·MARIE LN 

423162 

195060 

303452 

42115 

140542 

® 

KLEIST BYRON E + 33003 MARIE LN 

KLEIST ELEANORE UE PO BOX 14310 

04482584022061020 

20452411000002470 

21442606000240060 

014423C2024310150 

364324040000A0020 

® C KLEIST JAMIE L + ) 5016 BILLINGS .. . 

KLEIST KATHRYN 

KLEIST MARGUERITE TR 

~ Receipt c;_ Label 0 Void \o' Delete G ; 
Petitioner/Agent Inform · 

Agent tt ! b_ Owner I I ~ Agent I 
Parcel ID 121442606000240060 

Name I KLEIST JAMIE L + 

Address l 15016 BILLINGS ST 

Address2 

Oty St Zip I LEHIGH ACRES 11 ~ 133971 

840 DEEP LAG .. . 

1401 TORREYA... 

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

(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. 

(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. 

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 
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12] PART 1. Taxpayer Information 
Taxpayer name 0 -----------~Ag- .,,-1- © ___________ __, 

Pa,cel ID and ~ 
physical add1ess ~ 

Mal:illg © addttSS 
for noiicet et TPP accco.nt # 

Phone fax Email (!) ___________ _ 
The st.1ndMd w.1y to rec.Ne inform.ation is by US m3.il. ff possible. I prefer to receive informabon by □Email 0 Faoc (G) 

© 

© © 

~ Petitioner/Agent lnformm~ ~--~ 

1 ~ owne, 11 ~ .Age,-t I 

® 

® 

® 

Agent /:I 

Parcel ID 121442606000240060 

Name I KLEIST JAMIE L + 

.Address1 1so16 BILLINGS ST 

.Address2 

Oty SI Zip I LEHIGH ACRES IIF~ 1133971 

E-Mai 

Phone1 Phone2 

TmeReq 

Fax 

Password 

® 

l N.ame CANADIAN RESIJEIIT 

Mdroa l 1234 AINSTREET 

® Mteu2 G oMETOWN or, L6W3Rs:) 

@ Qy~l.o CCANAOA ) 

-

Zip Code Not Found IBJ 
. i. ) '-'1"" Z-,p Code was not found. Please enter a valid ~ code. 

® 

© 

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

a. Completing Petitioner Information 

(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. 

(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. 

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

Return to Table of Contents 
b. Completing Other Information 
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® 

PART 2. Reason for Petinon Ched( one. If more than one, file a separate petition. 

LJ Real property value D Denial of exemption. Select or enter type: . 
D Oen1al of class1ficat1on D Denial for late fJing of exemp6on or classification. tio.ldt a dalf statnf)fd cop,y Of ap,pricaoon. 
0 Pamnt~ n>duclion O Tangible pe,sooal prop«ty volue. A,_,, r,qulrt<l bys. 193.052 mustl"'"' beet> Ued. (S. 194.004, F.S.) 

O Cheek here if this is a joint petition. Attach a list of parcels with property appraiser's determination th3t parcels are 
substant;anv ,;m;1a,. (S. 191.0 t 1(3Xe) and (~. F.S.) 

IJ.,[..I Enter the time yoo n ink you need to pre$entyour case. Mo,.t he~rings t.lke 15 minutes. The VAB is not bound by 
the requested tin,e. For single joint petitions for multiple parcels. p1ovide the time needed for the entire group. 

O There are spe<:if,c dates I « my witnesses 'MIi not be available to attend. I have attached a list of the dat&S. 
You have Ote right to exctlarcge evidence Y.ith the property iWSisa. To initiale the exchange, 'f04J m\JSt sut):mit 10'I' evidence d.teetty to Ole property 
&Pl!f1IS6 a1 le8$I 1 s oays be:«e !fie Pltcmg and req!.1e$1 tile pf'Ol)E'rty appralsef's Mden0e At tr.e ttea11ng, 'fOU ha'f4.t the rigl\l 10 ria~-e \\ill'lt$SeS s-MOm. 

,..,., I 11 .o. °""" IQ '<= 
"4'Ctll lO !214429:JGIDJW:~ .... !l<l.EIST J..,IE L • 

.~,1 lso1&01LLN3S ST 

·"""""' ~======.=======i 
0,9,.,, !LEHIGH ACRES I Fill33971 

-:-IPW 

: t'lon&l 

® Th',eP~ 

l ,~ ~-
~m,Ktd IS424 ::==--==~---, ® ):tei l .. \ I 

® Dotco NA .__ __________ _, @ ® 
II Cu, ,toot Poof ,JS rra .I 

July 2011 

SM T l/+/ T F S 

2627282930 1 2 

3 4 5 6 789 
10 1 1 12 13 14 15 16 

17 18 19 20 21 22 23 
2 4 25 26 27 28 29 30 

@31 
CJ;1::,'111, M , -,',',!" ,-,' l' •:.III ' ) 

Q " D L'·"' 
® 

August 2011 

S M T 1A.' T FS 

1 23456 

7 8 9 10 11 12 13 

Septemb er 20 11 

SM T '+N T FS 

1 2 3 

4 5 6 7 8 9 10 
14 15 1617 18 19 20 11 J..2--1-'l ~ 15 1617 

21 22 23 24 2s 26 21 ® 1 af@j..j)rz2 23 24 
28 29 3 0 3 1 25 26 27 28 29 30 1 

23 4 5678 

c .. 

(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". 

(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. 

(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. 

(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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@) Dates NA @ 19/2011. 9/20/2011. 9/21/201 9 

© 

~~·••i••···· 

set 

® Cottactf>rd c::==::::---------, ,~;·.,,-.-

® ======================• 
Paymcm(o) 

Petro-. Fees SO.OD 
::or-v:oi;n:e F:ec $0.00 
Total Fw c $0.00 
Total P:Yfl"&'1~ $0.00 
J vcr/.Shon SO.OD 

® (j CK(F3) j)f Cor ~el 

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

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. 

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. 

(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 ATTEMPT TO CANCEL THE TRANSACTION 

 
    

 

        
         
    

   
       

  
    

     
     

 
          
      

 
 
 

       
     
   

    
      

 
       

 
        

  
 
 
 
 
 
 
 

                      

® 

® 

CASH 

CHECK 

\o//iNEFEE 
Pt!bonFeff 
Conwnence ~ 
Tota Feff 
T ctal Pll)fflelts 
Ovet/Shon 

® 

OK(F3) 11 c.-.oet 

1::1.1'1 m ii l . 

Paymc,,t Type 
AnQlllt ~ No 

Image 

CHECK ® @ ™~ ® ~ 

© 

Pewon Feel S0.00 
<:onvenenc:e Fees S0.00 

® Total Fees $15.00 
Total Paymcna $15.00 
Over/ Shott ® S0.00 

® 1 OK(F3) II c.ic:d 

I 

. 

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. 

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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PART2. Reason for Petition (Ched< one. 11 more than one, file a separate petition.) 

® 
t'.I Real property value D Denial of exemption. Select or enter type: . 
0 Denial of classification D Denial for late filing of exemption or classification. lnclUde a date stamped copy of application. 

0 Parentlgrandparentteduction O Tangible personal property value. A rerurn required bys. 193.052 musi have been filed.($. 194.034, F.S.) 

® 
® 

The standard way to receive informaiion is by US mail. ~ po.ssib e. I prefer co receive information by [:Email □Fax 
LJ Send mo a copy of tho r• ~I property ro,::ord card or t~ngiblo property worksheet weh my hearing notice. 
D I ·Nill not attend the hearing but would li~e my evidence c:.onsidered. In t,is in$tance only, you mU5i $Ubma duplicate copie.:, 

of your E~dcmce to the ·13fue ad.ustment board c!srk. Florida ™' aUows the propert)• appraiser to ,;ross examine or obj9ct to 
i OUr evidence. TM VAB special magistrate ruling will occur under the same stmutoryguidelinesas if you were present 

nec.eipt ln~m-iation 

Kl Fl!=:T .IAr111IF I ➔ 
501G BILLINGS ST 
LEHIGH ACRES. FL 33371 

l-'ebt1on lnlorm t1on ------~ 

llecri~ 

Ad-d'1t10nal ln-ormat1on 

.. "°"' r.rc1'xl 
~ ~~ ('PM! :.-~~s 
CU! l ·•» 11cr..,.;,.r"«-:,,_,. 
~<#\.S w,o,i~d-

l>r<ll';l•-!lil!c_._. 
1J,ou -:t'9-ou>.t,1ai.,p·,.-- lio,:t--
O ... io;t.,.,.,..,JCt;,;U,lo,., ,-"""'..,Ao,b.._ .. ,J.,.,~, 
llnlllilltlt>•t loo ·--• 
D,n.,llot l,ooif1,,..q.,.,._,1 -.,.,,k,n! 
•_,.,.,,11w,w,.,,.~~ ... --•• 
D.....il•i,...,.,u,1.-,:.v, °"'""" 
v ....... ..non, • .,-,,~~« ,;w 
c-,_,......,.., i:·~~--. .... mr 
{)...(~-..,~,« - ,l)oi_.,JN 
W,,OO-,io,j""'.-,6--~--

Cot.n-..W•?•--•·­
c.., _..-,i,.o,1,,;,,J,,..,1o,,1 , ;...1..,i, ~.......,,... 
11::1.-w-.. Pemon /J 

.-==;-----' 
® T-1Pe I I Qcttmto<tm PISJ9' Tm ® --li•l;o~i,t-

, __ 
I PAC Evrcence @ D Released D Send PropenI Card 

o,..,~ 

® 0 ·N il riot Alteod Heaing I Edi Late Frllrg Reaoor I ~ n1t DR43$NCI\ Pernand 

I 

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. 

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

O I will not attend the hearing but would like my evidence considered. In this instance only. yov must submit duplicate copies 
of your evidence to the va!ue adjustment board cferk. Florida law allows the property appraiser to cross examine or object to 
your evidence. The VAS special magistrate ruling will occur under the same statutory guidelines as if you were present 

@ Twe ol property: ~ Res. 1-4 unit~ J lndustrial and rriscellaneous O High-wateuecharge O Histo<ic. commercial 01 nonprofit 

O Corrmetcial □ Res. 5• units O Agricul!t.ral 0< dassified use □ Vacant lots and acreage □ Business madlinery, equipment 

Parcel ID: 21442606000240060 

Parcel Information 
Parcel ID rl2-144_ 260G000 ___ 2-40060-----~ 

@ Typeof Property<C: :)v 

® 

Owner I KLEIST JAMIE L + 

Adaess (sol6" BILLINGS ST 

Oty St Zip I LEHIGH ACRES I~ ._1339_ 71 _ __, 

DOR Use @_1 j SINGLE FAMILY 

Tax District LI u __ ___,I, =Lee~ Co=!Jlt= y 

Final Decision LJ Withdrawn by Petitioner or their 

Exem. Spec. Codes 

Tax Alno!Jlt Difference I 0 ~ ----=======-

DOR Use@...,_N . .,c.... _ __,tfode "N." Not Defil'leLJ 

&i . STATE 

e'l · • -coc11AL 
i~ . . . .. ·: \1Ut1ic.;·ppi: ... 

: .. T IITY 

' ~IN ti~ Oil GA!, 
9'.J . . .. ·: ~lldSuK~At:i: KiG.: ~· 
9,1 · ~.IG-O" OF +.VAY 
9.) : ~IVFRS f. l A'.(FS ............. . 

j, . : CWAGCDl: l'C!;.!11. ~,111C1 I 
97 . . . .. ·: Oi.riOOdR ~EC.REi\TiC14· Pr.RK ...... . 
9,! . CE'\ TR4L Y ASSESSED 

s', . : .!IC•.OO: \ OT ZON: D AGRICU_TUP.AL 
,..;~· . . .. "':t:UM\li:HCt!iL j..,~-iSt:HAL PHUi:i1:H ii ... 
6-5 . :GPJ..Z l4G U'NO CL/I.SSW //- X\\OHX 

Parcel Information 
Parcel 10 rl2-14_4_2606000 __ 2_4_0060 _____ ~ 

Type of Property 

Ovmer 

Address 

Oty St Z',p 

DOR Use 

•··•··•··•··•··•·( 

Cl( ~ [_ : ond ] 

Res. 1-4 units 

b. Enter Parcel Information 

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

(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; 

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

and the petition should be referred to the Lead VAB Clerk or Office Manager immediately. 

Return to Table of Contents Return to page 19 Return to page 20 Return to page 23 
8. FINAL STEPS - SCANNING AND POSTING 

Return to page 24 Return to page 25 
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~ '= . .! ' ; ,' ( - ::: :·· 1.. • r ' : ·; ' ,':. r , • 't: I 
--

Cour:ty ~ - reai!M!d o'I /3. · 11 ll'·'f 
I . 

' · ~•-~•~•~•;}~Ir" ~-~> 

® ;;....,------------------------------

I 
S~Ale~ ll'd1 I 

~oft j o.OlJ I 
\1/dh: 8.roi] 

® res~ )] 
® l( Cb$0 ) I 

TCII): lom:i l 
l.@nglh( ~ 

[ PreNie,,, 

l Rem 

1\1/AIN oi>'er Ale1f[F1] k~ to1h!iw~ 

,~s~ f11"1500Cdj 112 32MB I B,ow.c,.. I 
Sotlrojj F'h: I OJ : Cu1et1. Seui1g " I Corf19 .. ] ---~----c:, ,...Scan_ l~ype::~----------,, 

3(Mh300 v ~ ~ AOF (F•flllt S>:loJ v I 
QJi P"l)e!S~o; 

□PreoeFrio I , L-.(8.fu'l1nJ ... ~g 

81~ 

j El 
B~e: Th~hol,j: 

ls•Thlwd:! ... ~ 
~~ 

El 
[~ .. I 

01)1!0!\ .. Het, I I Abo\A.., 

Dela Size~ u 8 

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. 

(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" 

(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). 

(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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® - .--------=-----.,- ---------------,____P_w_,, ._. ______ ~v~'EJ-~ _( Quo.) Sun 0 

Petitioners Evlden<t 
P.\O Evidt nct 

i:tesotve ltntt 
PAO Florida Stf tutt.S 
\Vilhdr.-wtl 

5aMe-cf 0n 

v @(~ sun t-----------i',,-
Pttitionm Ev1d11Kt 

PAO Ev1dtn<e 
Resoh,e •~ntt 
P,&O l'lond• Stotut., 
\', thdra.-. 11 

SCl,., t d On 

0 

0 

(o ID ~ &a, a (o 0@ ~ v Waive Fee D Good Cause Petition 

Receipt Information Hearings 

Print Receipt Ci]------~ 

~ Do you want to pint the receipt now? 

Petit ion 

Imag e 

Suspense 

Remand (Form to Petitio .. 

Property Record Card 

Inadmissable Evidence 

Correspondence 

SM Notes 

Reschedule Requests 

V ,; (~ ) Scan 

Pgs Scanned On 

0 
Scanned By 

¢""3ll";~™·""J I ~o 
~ -- 5/ 11/20~~ mcooper V 

(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. 

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. 

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 

(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. 

Return to Table of Contents Return to page 21 Return to page 25 Return to page 32 
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l 1Transaction ID: 74 - Total 

~ etition #: 2011-0007!) 

Receipt Information 

KLEIST JAMIE L + 

5016 BILLINGS ST 
LEHIGH ACRES. FL 33971 

Petition Information 

(tetltion # 12011-00071 ) 

'' "' ' ' - . I ; • • - ' ., -
Peti!ion j J o J/- OOQ7 I leour,y ~ .. 

I ~ • : ~• 

■ 

.. J _ ,._,._,_., _____ _. .... J3 (Qutk) !>con & 

'' '"'' ' '!. 

-[T.,v .. , J.o I I -O Oa1otl!Ol!l,odo'//13b.,11 ~'f: 
' 

~. 

(3) The "Petition #" is assigned by Axia and displayed in the "Main Transaction" window. 

d. Complete the petition filing process. 

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

(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. 

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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0 
PART 2. Reason for Petit ion 

I! Real property va kl& 

■Don 
O P.Jr 

Nome MICHAELSHAGENATTOR EY 

-• 62~9 PRESIDENTIAL CT SUITE F 

Mhto2 

Qy St 2-, FORT MYERS fl 33919 

E..._. I FO@ IKEHAGEN COM 

Phone 1 239-275-0SOS 

SIS.00 
$0,00 

SlS.00 
$0,00 

,SISOO 

J 

OK(f3) 11 c-.i 

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. 

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 

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) Refer to 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. 

Return to Table of Contents 
d. Enter Information for the first (Real Property Value) petition in the "Main Transaction" window. 
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"-o1111rdor..­

!W\!l t!O\Afl $ tWifN 
'2-19 PRESIOalTW. CT SUIT£ r 
FOAT MY£RS. Fl 33319 

"-ar,lrbrr.:,-- ~-~ 
p = r,,,.Q_OOR _ __ l _ &al __ f'lppp __ y ___ ) 

PK)Evidonce 0 ~ 

) ( 

0...-

~ 1295SSCl.eva.AND"VPBSJ4 

Cl) SI le> f.ORT MYERS 1fl. :moz=j 
llORU.. 10 

Ta,;Ool,,a 

F,IIIOoaooot, 

&a,,SpocCodcs 

T ......,.Off..,_ 

0 

Add Petition 

Enter Pettion Count to Pdd: 

0 
r--.. 
{ID J -

/ New TranS<Jction 

. . . . 
0 P,tition =: NotAssign,d 

~Irle,­

• f -foe S15 00 

To; 

?r-,yW-

Bob'~ 
S2.4 9J).I000 
12_419,.GIO 00 

£,c~Wue 00 

TaubltW... S2,4 9.0C000 

1 of l 

u-... 
SOOD 

SQOD 

SOOD 

SOOD 

0 'ltive Fee D Good eause P 

IB] 

I OK I 
I Cancel I 

I 

JumpTo: O 

__j 

(See pages 13 thru 14) 

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

3. ENTER INFORMATION FOR ADDITIONAL PETITION TYPE 

a. Click on the "Add Petition" icon  

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

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

Return to Table of Contents 
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R llOn HCYJ~ 

@SS) HA:I& S HfNEN 
62~9 ?RESIDENTIAL CT SUITE f 
FORT MYERS. Fl 33919 0 
Pebll<lil.._ ---
Peu.on 1' 

1-d~oo- R-~- -Pmd-=~A=6'mNll;;;;;;;;! __ «_ltgt\' __ v!_N_!±? __ ....,._ 
PN)~ O Rel=ecl <@_~Card) 

D WI Nol • end Heemg 1 Edi Lile 1q Rew 1 

J pTo: 

Pated lmotff'l__....~..,9('.._ _______ _ 

P-..110( OS.:525?1000630070 ) 

Proc,e;tf Val..et 
Belate cer 

T)l)e rJ ~ ~ ord=lied uoe )' 
Marlcel. ue S2 . .: 19.°'°00 sooo 
Assess«! Value si., 19. ·ooo $000 

O,.,ner H L PROPERTIES LlC l:xetne)IIOn ue .00 00 

Add-es;, 12995 S CLEVE DAV~BS 34 
axable Value $2.419, 00 $000 

O;y5l ZIP FORT YERS fl 33907 J -OORUte 10 V>CAITCOM EfPAl ~ 

T•!Mcnct p =:!£2Umn 

.I 

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.) 

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. 
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;I Transaction ID 256 - @[8) 
~ RK .. Pt a;. Lab• 0 vo,d \6 o,,... O _ 

' . ,. 

P.cti 10 00!52.SP1000630070 

N.wne MICHAELSHAGENATTORNEY 

_, 6249 PRESIDENTIAL CT SUITE F 

-..2 

0y St Zo FORT MYERS FL [33919 

e.iw INFO@MIKEHAGEN COM 

l'tlc>Ml 239-275-0808 

Phon,2 

TmeReq 

~Typ, 

HECK 
Amount Rel.Check No 

SIS.00 1 

<wm>0 
~ 0 
~ 

... 
.., 

-----------0 (] OK(FJ) ~I c.w 

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. 

4. FINAL STEPS 
a. Post the 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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fl TranS<Jclion r~ @)(El 

Mihal 

~2 

E· ,._, 
iit-2 

Time Req 

Fax 

p 

DIii 

c:ontac:1 

P1ease select one 

®-tt ii 
Amount 

$0.00 
$0.00 
S0.00 
$0.00 
S0.00 

Fl 32164 0 

~ 
y 

No 

0 ( otF ft ea-ice 

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. 
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Receipt I formation 

ANDERSON ALQIDi 
l POS LN 
PAUM COAST. FL 321 

Peti1io I fOfmation 

J mp To; 

D Goad Cause Petiion 

p fJD Evidence □ Rele..sed 

Noc ~end Hearwii)1 
(pi Send Property ciaj) 
f EdataefiingResorl 1 

Parcel ]D; .164!427l20004B0090 

Parcel ID [ 16442712000480090 

~ · of Property I Vl!Cant loCs and a~11~ 

0\\-ner [ANDERSO ALDITH 

J-'.dd!ess 

:=====;-~11~ 11~32_1&41 __ 

OOR Use ._ __ _.I VACANT RESIDENTIAL 

ax Diroid [ u IL~~ 
Rri!I Deci · ~ Qd<: hffl to WPM! F'll'@I Qeei · n 

~ . . Spec. Codes 

TaxAfflOUnl effl'ICe l~o _______ _ 

of 1 

Property Values 

Market Value 

Assc.sed Vahie 

Ex l>tioo ue 

Taxable Value 

] 
Jump To· 

BtfOM Air.ff 

S:2,S00.00 .00 

·s-2,800.00 S0.00 I 

S0.00 00 ____ _, 

52.800..00 S0.00 

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

e. Scan the first petition form. (See page 15.) 
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Petition =: Not A$siQned 

0 (3 1'.3~ ~ 
'P0 1 

lffl (o 0 f:; & 0 W,,,.,o Foo 

Jump To 
-----' 

0 Good Couoo Pewon 
I 

Add Petiti:>n {8) 

0 
@,._ ____________ _, 

0 Petition# : Net Assigned • @ 0 2 ol 2 0 () JumpTo:C 

(2, :£'i eJ ~ !El ~ 0 (1 ~ D Waive Fee D Good Ca,se Pe:"'"" G £.'.I ,.. 

Q O.rt11ld t1t•~ ~O<Oflfltfl',H 

_ ()en.atql(). ~,on O Oeo,-,l k)fls,eM~ol.-.OJtrll(ICiOn(ll otlantc.iCl'I 11;...,••~oo,,.ol~ = ,.,,.,.PCMo"ll~Q f• 'IOMPfflOl'III~.,..,. lil'lltffl~"rfft~ • tQ,U ""MIIMtw 11W (i 1tl CJt,. t.5~ 

::: C'~NHif:::. ~r.~~:.~~n~~i.WW._,. ~ •~._.... Otltlffllfl._..-iNI w~ero 

@E-aet.-..-,ov~.)Wfti9ed"IOP"t.e.-yourca, .. l!ot1MaM0t~U 15fl'lll'lul.Sa. llle'M0 5notbeu.'ldb,­
... ~..-. r~ sini;;i.P,:tc«~ 1o,.,vll(l1t~• ~~II-~ I.VIM ~M:!M(!n:,,,,(' 

I Truisoct,ontD. S1 · Totaf Fe<JS. SJII.OO • Pen<ling--

~ tionz.::~olAssi91Wd • C) 0 2 .:if 2 0 ~ l '-"ll':'io:Q 

Co (ii t:1 ~ im GI 0 r:, il o w.-.. , .. ~ -,, ..... ""°" 6 ~ -
Rcoc:k,t lnfotm¥ion 
.O,fiOEF90~ .~om-1 
1 POSTMANLN 
PAJ..MCOA!if, ' L ) 2· t;:. 

C!n>e ~ NM Pnx!-t:rv.u.) 
P/C E-.idence O R~••..C C@ Send Prow., c,i;) 

( 0~'irnii)ii<ii~ ) I Eot Lat•~._,, I Pm: DR4!SWCN p.-,an,:1 

2. ENTER INFORMATION FOR THE ADDITIONAL PETITIONS 

a. Click on the "Add Petition" icon 

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

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") 

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

Pa,cel ID ~ 27120004801~ 

TY!>O ol l'rope,ty [ 

'6.m., !ANDERSON ALDITH ~ 

Add'ess 11 POSTMAN LN 

QySIZ,p !PALMCOAST !IFC]l~32_164 _ __, 

OORUse @= ] YACANTRESIDENTIAL 

~ .. D,stnct [Q_ __] l&w!m 

Fml Decision L_JClckt:,e,:etochoose Fm Qecis,on 

Exem SpecCodes C 
TaxAnou-i Orf~ ~10-------~ 
PrOl)erly Information 

Add'ess [i__ 505 MCKINLEY AVE 

Cly SI ZIP ~ H >CRES '.FO 33572 

0 ----------------------Typo of~ U Res l-4U'llts 0 ~rdm1ecl:a11eo,11 Hql-Wllerrtct,a,pe LJltsUlrlc.co,r_.or~ 

I J COll'wwo~ l 1Res 5• U"fl$ □~« 6ecl ~ tcll'II-IRSecre.,gt> B.4rels~.~ ' 

Parcel Information 

Patee! ID 16442712000480100 

lots and acreage 

0 Petition;:-: Not Assigned 

1 
0 

j 
PALM COAST. FL 32164 

Payment Type 

:§:) 0 ""°'"11 Ref/Clleck No 

CM) 

Petiion Fees 
Converiencefee, 
Total fees 
Tota/Paymeru 
(),er/Short 

~ 0 

Image 

0 c OK(FJ) ) I Cancel 

of@ ~ 

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

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

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

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

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. 

4. FINAL STEPS 
a. Post the 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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Ft. .J 90 I 
Fax 

Paroel I and 

?h%ical address € o..-if "-<-t..-W :Ji A • '{:i' ~ rn ~ 
or TPP accounl # ----------- (2) 

E.maH 

The ita.ndard way IO reoeive informalKW'I is by US majf If pouibte. I prefer 10 rGC4kVG information by □Email OF ax 

O r will nor attend lM heanng but would li<e my e.idence considered In !hos inslance only. you musl S<Jbmil dupl.:ate copies 
of your evt<Senco to the value adjustment board der1L Florida law alows the property -.,praise, 10 aoss examine o, object to 
your evodonco. Tl>c VAS apec,111 magiotrale ruling wil occu, uncle< lho ...... 11a1uto,y guoelines as a you~-

Type of property: O Res. 1-4 unil5 0 lnduSlrlal and rmscellaleous O High-water recharge O HISIOrtc. co.11,ecial or nonprolil 

O Commercial O Res. 5• units O AQ11cuNL1al or dassried use O Busress macmery. ~ 

' a ,2,. Reasoo tor Pe,\ii1cw , . 

Che<;k hete If lh'9 ls a joint petition. Attach a list of parcels with property appraiser's determlnat.ion that parcels ate 
subSIMhll .. mllar. (S, 19-4.011 (3)(e) anod (f). F.S.) 
~ Enter the tim♦ you think you need to presenl your ca5e, Most hoaringa toko 15 minutes. The VAS is not bound by 

ffllnUIIN ttt. requested tN"l'Mt. For single joint petitions tor multiple parcela, provide the tlma needed for the entire group. 

O n... are apeca(,c d:anes 101 my wiln.esses wil not be avaiable 10 attend. I have .:ittach&d a list ol the dates. 

Parcel ID -· 'Ia'<n~er1Neme ·•- - · o Ae:.eot r..tame .. • ""' - -•~ r._-li 

~ 2601000000120' RMC FLORIDA GROUP LTD Henderson Franklin Starnes & Holt PA 

28462601000000130 RMC FLORIDA GROUP L TO Henderson Fran'l<lin Starnes & Holt PA 

28462601000000140 RMC FLORIDA GROUP L TO Henderson Franklin Starnes & Holt PA 

28462601000000150 RMC FLORIDA GROUP L TO Heoderwn Franktin Slames & Holt PA 

2846260 1000000160 RMC FLORIDA GROUP L TO Henderson Franklin Starnes & Holl PA 

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". 

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

rd IOd r 

r-==f--------+----------'----+--............... _...._--------;.-. 

_\ 

1 
a_ -----.--
- =1-:::=1------;----i-----!------+----+---- ·~----f· 
=-=i_ -,­

® 
0 
Signi,:tu 

T 

® 

' Ull l ' lam 
d1JI au:l'lec 

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. 

Return to Table of Contents 
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~I 715 0 ROE STREE 

~2 

Cly St l4) FORT IYERS 

E 

f'ho'lel 239-344·1269 

Phone2 

Time Req 

Paym..aType /imrdl 

DOIIOT IIT£RPA 

P Feet SO.OD 
~ ' S0.00 
T cul feN S0.00 
Toca~ S0.00 
0../Shcrt SO.OD 

1 ~ ~ ent 

Fl 33901 

0 Qo 31 ) 1 ~ 

Petition =: o Assigned 

Receipt In otrnalion 

(0442}HE DERSON FRANKLIN 
1715 MONROE STREET 
FORT YERS. Fl l3901 

Petition Information 

Petftion # -i -----1 
0 {f,,e I DOR l I Real Property V. y 

D W8lve Fee 

Hearings 

l'---0-
PAO Evidence D Rele~sed (0 Send P!Qperty Ca~ 0 

[ Edft I.ate Flng Reason ] 0 (□ Will Nol Meod ruinlj 

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. 

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

Return to Table of Contents 
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,-.; Parcels 

Parcel JD: Not Assigned 

Parcel Information 

!11 <t•rcel ID [28462601000000120 

@ ~ ot Property WttttlMAl-i•P-1·' 

!':I, Parcels 

Pa reel ID : 284626 O 1 O O O O O O 1.20 

Parcel ID 128462601000000120 

Pated lnfor~;.;-h.aon ______ __ 

of 1 

Property V; 

Market Vah 

Asses•ed\ 

Enter Parcel Count to Add: 

® 

® 

@ Patal ID ([28462601000000130) :_J 
Type ol ~ Vac.n Jot, and acreage) ~ 

rketValue 

Assessed Value 

Pa rcel ID : 28462601000000 140 

Parrel Information 
@ Parcel ID (l;,;.2;;;84;;;62==60=1=000000==14=0"')-.-----~ 

® Type of Property <[iiacanl lots and acreage:) 
I 

Parcel ID : Not Ass igned 

; 

Parrel lnforma_ t_io_n __________ ~ 

® Parcel ID {28462601000000150) 

@ Type of Property a cant lots and acreage 

Pa rcel ID : 284626 0100 0000 160 

Pa rcel lnfor.,:,:m;;,a,,,tio:,;n;,,,,,====------~ 
@ Parcel ID <1]8462601000000160) 

@ Type of Property(]"1fiffllSt¥ffi.FiA1¥H 

Property Va I ues 

Market Value 

Assessed Va I ue 

Property Va I ues 

Property Values 

Market Value 

Assessed Value 

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". 

c. Enter information for the remaining parcels 

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

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

(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. 

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 
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For Complex Onty 
Name ~~~~,,;a,~=,------_-_-Addrer.s t708 BEACH PKWY 

CAPE CORAL FL 33904 

-"'- HFNOEASON FRANKLIN STARNES & HOLT <"1>'•2) __ H~ooe- .. ___ ·---
Add,... "!>!_ ___ ~ 239-3'4,1269 
c,t FORTMYERS Slate FL z,e 3390I __ Othe.~•---------

USI the lolio numbers for alt parcels CCMWed b" •• -•• 
Fi,.t t2a.. 111 of tul Htilte Parcel IDnum.be'1M$" .11r1n,AtN:nter las1 5dlg tsot eaeh runtier 1n theapacesbOIOw 

10 "- -f ~ -f A0102 t-- -t-

i A020t >---~I>-------+--->---+-I ___ _ 

L~~~i - ::::::_::;_________ j -\-
~ • + I =~~- -+----t----,---+----+---+- t 

1-,,g~~:,ir.-7 -+I---1- I -
O0I08 
00207 f--­
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E01 10 
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~ E0210 , I 

Parcel ID: Not Assigned 

Patcel lnf«mation 0 

_L -
Tocal num.bef' Of porcets 1t'lr$~ " 

Conll""-- &'I lldd,IIOMI PA(»H "l"IHdecl 
Number of Pllges lndudlng , one 1 

Parce lD [ __________ _ 

~ Search PAO Data ___ - ~-- r;:}(Q)([ 0 PIRlel 10: .., 

0,.- Name, ~ E COMMONS LLCi) =::-::=========-_, f._g_art_s_W_lh __ --,__,=" 
Adctess~ .., ( ) 

PmcMc, PIRlel{s) 

a. Sample Petition Form (DR-486) 

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

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

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

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

Return to Table of Contents 
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506808 184524C10280E0110 ...,., 1~)l-K.1U~ 

488525 184524C10280E0210 

1\# Parcels 
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, .... - c ~ 
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CAPE COMMO. 1708 BEACH P. CAPE CORAL 
CAPE COMMQ 1708 BEACH P_ CAPE CORAL 
CAPE COMMQ_ 1708 BEACH P_ CAPE CORAL 
CAPE COMMO. 

0

1708 BEACH P. CAPE CORAL 
CAPE COMMO . 1708 BEACH P. CAPE CORAL . 

CAPE COMMO. 1708 BOCH P. CAPE CORAL 
CAPE COMMQ_ 1i08 BEACH P_ CAPE CORAL 

. CAPE COMMO . . 1708 BOCH P. CAPE CORAL 
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1708 BOCH P. CAPE CORAL 

> 
1,mpTo:~ 
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( f"a7 ) 

Property Values 
Parcel ID ~[1_84_5_2_«:_1_0280A0 __ 1_02 _____ ~ 

T~ d Propertr( ~ ) Market Value 

Assessed Value 

Exempe,on Value Owner f CAPE COMMONS UC l 
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Fl 
Fl 

FL 

FL 
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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)". 

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. 

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

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

j. Continue to process the petition beginning at Step 6. on the next page. 
Return to Table of Contents 
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Pe!Jtlon Fees 
Convenence Fees 
Total Fees 
Total Payments 
Over/Short 

Amount RefJCheck No Image 

$40.00 12345 S!.i!!. 

L _J 

$40.00 0 cC> C 

0 ( OK(F3) ) I Cancel 

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

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. 

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 
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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. 

(2) Select "User Close Out". 

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

(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. 

Return to Table of Contents 

(7) If amounts agree, select "Reconcile".  If the amounts do not agree, verify the information from your 
Form ECU 
Approved 8/12/2011 Page 35 of 37 



 
    

 

    
 

                      

  
 

              
             

 
 

        
    

 

              
 
 

      
       
          

Closeout - User I 
(7) ® 

Closeout Date 05/27/2011 ~ Closeout Contains Unreconciled Payments ( ~ Reconci~ ~ 

St arting Drawer Amount Ending Drawer Amount· User Cash Total: System Cash Total: 

Cash Payments: $0.00 $30.00 I S30.00 I I S30.00 I 
User Oieck C:iunt· UserOieck Total: System Oieck Total 

Check Payments: 
0 $0.00 I S0 .00 I 

Credit Card Payments 

Other Payments: ~I ___ s_o_.o_o~I 

Drag a column header here to group by that column 

Cash.ier I Payment Type 
s-jm:oope1-------~ ·-·cASH 

I Refereoce# J Payment Amount 

30.00 

View Closeout Report .. 
'c°ash Difference: 

.... 

I S0.00 I 
O,eck Differerce· ® 
I S0.00 I 

'-. ~ 

I Ca~h.ier Date j ConvenienceFee 
05/11t201,- -----~ ·o 

I _Transaction ID 

94 

I 

-:,,c=1o=.=,.=u=t=-=u=.,=,,,----------------------------<§)-----------------------------
--===------------------------,.------..,--------------------------. 

Closeout Date 05/ 27/ 2011 Closeout Contains Unreconciled Payments ~ Reconcile ~ View Closeout Report 

Starting Drawer .Amount: Ending Drawer .Amount· 

Cash Payments: $0.00 $30.00 

User Oieck C:iunt : 
Check Payments: 

0 

Credit Card Payments· 

Ot her Payments: I S0.00 I 

Drag a column header here to group by that column 

Cas hier I Payment Type 
s-jmcooper ________ , .. CASH 

LeeClerk•0RG 
CHARLIE QREE' · CUR~ OF COURT 

CA SH 

User Cash Total System Cash Total: Cash Difference· 

S30.00 I ~ __ S3_o_.oo~i so.oo [ 
User Oieck Total System Oieck Total: Oieck Differen::e 

$000 ~ __ s_o_.oo~[ so.oo I 

t Payment Amount 

30.00 

LCashier _Date I ConvenieoceFee 
05/17/2011·------~ ·o 

CashierCloseoutforMichele Cooper 
For Transactions Cashiered on 5/27/2011 

Trans Date 

5/27/2011 

For Petit ion(s) 

2011-00095, 2011-00096 

Total CASH Payments for Cashier Michele Cooper 

Cash Payments For Cashier Michele Cooper 

Check Payments For Cashier Michele Cooper 

Total Payments For Cashier Michele Cooper 

f Transaction ID 

'"94 

Amount 

$30.00 

$30.00 

$30.00 

$0.00 

$30.00 

tapes and try again; or contact the Lead VAB Clerk or Office Manager for assistance. 

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

(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. 

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

The check or money order is not 
_____ 2 signed 

_____ 3 The check or money order is not payable to the "Clerk of Courts" 

_____ 4 The check or money order is undated or improperly dated. 

_____ 5 The amount on the check is incorrect 

_____ 6 A filing agent has not provided a PLN, letter of authorization, or owner signature 

_____ 7 Real property parcel ID with "Tangible personal property" "Reason for Petition" 

_____ 8 TPP Account number with other than "Tangible personal property" "Reason for Petition" 

Multiple TPP accounts on one 
_____ 9 petition 

_____ 10 Multiple parcels on one petition, not vacant property or condominium units 

_____ 11 "Joint petition" box checked, no completed DR-486MU 

DR-486MU has incorrect parcel 
_____ 12 count 

_____ 13 Multiple parcels on one petition, no contiguity confirmation from PAO 

_____ 14 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 
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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

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



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


	Return to page 22
	Return to page 22
	Return to page 22


	Return to page 28
	Return to page 28
	Return to page 28



	 
	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 18
	Return to page 18
	Return to page 18


	Return to page 22
	Return to page 22
	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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	Return to page 22
	Return to page 22
	Return to page 22



	 
	(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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	Return to page 6
	Return to page 6
	Return to page 6


	Return to page 7
	Return to page 7
	Return to page 7


	Return to page 22
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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
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	Return to page 20
	Return to page 20
	Return to page 20


	Return to page 23
	Return to page 23
	Return to page 23


	Return to page 24
	Return to page 24
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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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	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


	Return to page 24
	Return to page 24
	Return to page 24


	Return to page 28
	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. 
	 
	                            
	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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	Return to page 20
	Return to page 20
	Return to page 20


	Return to page 23
	Return to page 23
	Return to page 23


	Return to page 24
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	Return to page 25
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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 19
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	Return to page 25
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	Return to page 32
	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. 
	 
	 
	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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	(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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	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

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



	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

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



	 
	 
	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



	 
	Return to Table of Contents
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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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	Return to Table of Contents



	 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
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	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

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



	 
	 
	(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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	2011 VAB PETITION WITH FILING ISSUE 
	2011 VAB PETITION WITH FILING ISSUE 
	2011 VAB PETITION WITH FILING ISSUE 


	 
	 

	 
	 


	 
	 
	 

	 
	 

	 
	 

	 
	 

	 
	 

	 
	 

	 
	 

	 
	 

	 
	 

	 
	 


	 
	 
	 

	 
	 

	 
	 

	 
	 

	 
	 

	 
	 

	 
	 

	 
	 

	 
	 

	 
	 


	 
	 
	 

	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" 

	 
	 


	 
	 
	 

	 
	 

	 
	 

	 
	 

	 
	 

	 
	 

	 
	 

	 
	 

	 
	 

	 
	 


	_____ 
	_____ 
	_____ 

	4 
	4 

	The check or money order is undated or improperly dated. 
	The check or money order is undated or improperly dated. 

	 
	 

	 
	 


	 
	 
	 

	 
	 

	 
	 

	 
	 

	 
	 

	 
	 

	 
	 

	 
	 

	 
	 

	 
	 


	_____ 
	_____ 
	_____ 

	5 
	5 

	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" 


	 
	 
	 

	 
	 

	 
	 

	 
	 

	 
	 

	 
	 

	 
	 

	 
	 

	 
	 

	 
	 


	_____ 
	_____ 
	_____ 

	8 
	8 

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


	 
	 
	 

	 
	 

	 
	 

	 
	 

	 
	 

	 
	 

	 
	 

	 
	 

	 
	 

	 
	 


	_____ 
	_____ 
	_____ 

	9 
	9 

	Multiple TPP accounts on one petition 
	Multiple TPP accounts on one petition 

	 
	 

	 
	 

	 
	 

	 
	 


	 
	 
	 

	 
	 

	 
	 

	 
	 

	 
	 

	 
	 

	 
	 

	 
	 

	 
	 

	 
	 


	_____ 
	_____ 
	_____ 

	10 
	10 

	Multiple parcels on one petition, not vacant property or condominium units 
	Multiple parcels on one petition, not vacant property or condominium units 

	 
	 


	 
	 
	 

	 
	 

	 
	 

	 
	 

	 
	 

	 
	 

	 
	 

	 
	 

	 
	 

	 
	 


	_____ 
	_____ 
	_____ 

	11 
	11 

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

	 
	 

	 
	 


	 
	 
	 

	 
	 

	 
	 

	 
	 

	 
	 

	 
	 

	 
	 

	 
	 

	 
	 

	 
	 


	_____ 
	_____ 
	_____ 

	12 
	12 

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

	 
	 

	 
	 

	 
	 

	 
	 


	 
	 
	 

	 
	 

	 
	 

	 
	 

	 
	 

	 
	 

	 
	 

	 
	 

	 
	 

	 
	 


	_____ 
	_____ 
	_____ 

	13 
	13 

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

	 
	 


	 
	 
	 

	 
	 

	 
	 

	 
	 

	 
	 

	 
	 

	 
	 

	 
	 

	 
	 

	 
	 


	_____ 
	_____ 
	_____ 
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	14 

	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: 

	  
	  

	  
	  

	  
	  

	  
	  

	  
	  

	  
	  

	  
	  


	 
	 
	 

	 
	 

	 
	 

	 
	 

	 
	 

	 
	 

	 
	 

	 
	 

	 
	 

	 
	 


	 
	 
	 

	Closed out by 
	Closed out by 

	  
	  

	  
	  

	  
	  

	  
	  

	Date 
	Date 

	  
	  

	  
	  


	FORM 
	FORM 
	FORM 

	PFI 
	PFI 

	 
	 

	 
	 

	 
	 

	 
	 

	 
	 

	 
	 

	 
	 

	 
	 



	 



