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— Sales Screening

— Annual Adjustment and Sales Verification

e Sales Submission and Sales Reviews

* Project Management Recommendations



e Used as the primary source of data to set
the market value.

e Source of comparables for taxpayers,
realtors and appraisers, and local
assessing officials



SDF and Market Value

e Accurate sales disclosure data is essential for
properly trended assessments.

e Properly trended assessments affect the county’s
ability to achieve on-time billing.

e Without accurate sales data, ratio studies would
not be meaningful or applicable.

e Accurate sales validation can save a county time
and money when preparing its ratio study.



3 Conveyance Document Defined

e A conveyance document is defined as any of the following
which purports to transfer a real property interest for valuable
consideration:

— adocument;

— a deed;

— a contract of sale;
— an agreement;

— ajudgment;

— alease that includes the fee simple estate and is for a period in excess
of ninety (90) years;

— a quitclaim deed serving as a source of title; or
— another document presented for recording.



...........

31 Conveyance Document Defined

e Conveyance documents also include the following:

— Documents for compulsory transactions as a result of
foreclosure or express threat of foreclosure, divorce, court
order, judgment, condemnation, or probate

— Documents involving the partition of land between
tenants in common, joint tenants, or tenants by the
entirety

— Transfer to a charity, not-for-profit organization, or
government

— Easements or right-of-way grants

e Filers are required to disclose, but are not subject to a fee
when filing the above documents.



32 Conveyance Document Defined

e Filers should note that the following items do
NOT require a sales disclosure form be prepared:

— Security interest documents, such as mortgages or
trust deeds, leases less than 90 years

— Agreements and other documents for mergers,
consolidations, and incorporations involving solely
non-listed stock

— Quitclaim deeds not serving as a source of title

— A transfer for no consideration or a gift, or when
rerecording to correct prior recorded document



One SDF, One Parcel

e General Rule: one Sales Disclosure Form (SDF)
per parcel

e Exception to the Rule: one Sales Disclosure Form
(SDF) if single conveyance document (e.g., deed)
IS conveying two or more contiguous parcels
located within a single taxing district.
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e Part1-To be completed by Buyer/Grantee

and Seller/Grantor

A. Property Transferred
B. Conditions

C. Sales Data

D. Preparer

E. Seller(s)/Grantor(s)

F. Buyer(s)/Grantee(s) —application for deductions and credits

e Part 2 - County Assessor
e Part 3 - County Auditor

e Part 4 - Receipt for statement of
credit/deduction of assessed valuation 10




o Located in upper right-hand of form

e Assigned by county office or online system

e Unique number composed of “C”-County ID
(01-92) —Year —Unique ID (system generated)

e Used by DLGF/County to track specific SDF

SALES DISCLOSURE FORM
Stava Form 44021 (19,7-0%)

Prascribed by Dapastrennt af Local Gavemenaat Firanos
Frmmi @ 101185

PRIFACY M{ITHE: Ta telephoes mumbers and Sl | Seurey numban ol the parties on Eblx farm s confidential
meraelne b i 1.2 0 ey

SDF 1D

County  Vear  Unbgue ID

SDF Dt
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Part 1A. Property Transferred

e A separate SDF is required for each parcel conveyed, regardless of
whether more than one (1) parcel is conveyed under a single
conveyance document.

e However, only one (1) SDF is required if there is a single conveyance
document that conveys two (2) or more contiguous parcels located
entirely within a single taxing district.

[Jltem 1 property number requires State 18-digit Property ID with
dashes/periods - If no State ID has been assigned, subdivision and lot
number is required.

PART 1 - To be completed by BUYER/GRANTEE and SELLER /GRANTOR
A. PROPERTY TRANSFERRED - MUST BE CONVEYED ON A SINGLE CONVEYANCE DOCUMENT

I, Propariy Numbir ihieck boy fagplioabily . Coniplete Addres of Froperry &, Comipens Tax Billing Address (i difirent fram
parcel property addrisi)
A) [] 2 spie
(] 4 Land
[ 4 Improvement

‘ 7. Ligal Description of Fareel A
12



Part 1A. Property Transferred

h ltems 1, 5, 6, and 7 are required (attachment(s) can be
provided for 7).

Oltems 2, 3, 4 are checked only if applicable.

Hardcopy form allows space for 2 parcels —online is unlimited.

PART 1 - To be completed by BUYER/GRANTEE and SELLER/GRANTOR
A. PROPERTY TRANSFERRED - MUST BE CONVEYED OM A SINGLE CONVEYANCE DOCUMENT
Hrmpn}-uumur Chveck bux i sppilicable te E,:unqnmm-:uufmm E’cumpmnm Efffing Address (i diferent fram
paroal properiy address)
Al LIC_ 2D
@
-o- O FOVeRemt
7| Lagal Description af Pareet &:
B O 25w
[0 & Lond
[0 4 improvement
7. Legal Description of Parcs! B:
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eConditions 1-11 are
subject to disclosure
and filing fee.

eConditions 12-15 are
subject to disclosure
but no filing fee.

e All conditions must
be marked either YES
or NO.

B. CONDITIONS - IDENTIFY ALL THAT APPLY

Irconditien 1 agplies, Aler is subject to disclosare and & disclosure Mling fee.
[ [E] CONDITION

[1 1. Atransfer of real property interest for valuable
consideration.

2. Buyer is an adjacent property owner.
3. Vacant land.

4. Exchange for other real property ["Trade™).
5. Seller paid podnbs. frrevide the walu Fible e 12

6. Change planned in the primary use of the
Property? (Db i spacial in Tidler C Jimm 1)
7. Existence of family or business relationship
between buyer and seller. (tompis Tk i 4}

8. Land contract. Contract term g
and contract date (swoomrn:

49, Personal property included in transfer. (rrowde te vhe
Tkl A 5]

10 Physical changes to property between March 1
and date of sale. [Secribe in spacial ciroumrtan e in Talle © len 1)

11. Partial interest. (sexribe i spacial
12. Eazements or right-of-way grants,

dn Tiodde i dimm 1

00 00 0 0 ooooo o
00 OO0 0O O Oooooo

INeondithers 13-15 apply, Mlers are subject oo discledane, Bl S disclosne: MHng Sae.

YES MO CONDITION

O O 13 Document for compulsory transactions as a
result of foreclosure or express threat of
foreclosure, divorce, court order, judgment,
condemnation, or probate,

0 O 14 Documentsinvolving the partition of land
between tenants in common, joint tenants, or
tenants by the entirety.

[1 [ 15 Transfertoa charity, not-for-profit organization,
O government.
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22 Part 1C.
>/ Sales Data

« Date the conveyance document
is signed: Effective date of the
deed or document or the date of
the most recent signature on the
conveyance document

e ltems 1, 2,4,5,6, 7 are
required.
e DLGF strongly recommends

using items 3 to provide any
information to assist the county.

e tems 8-13 are only required if
item 7 is YES.

C. SALES DATA - DISCLOSE VALUE OF ITEMS LISTED IN TAELE B,
ITEMS 1-15

1. Conveyance date pawaornm:
2. Total number of parcels:

3. Describe any unusual or special circumstances related to this
sale, including the specification of any less-than-complete
ownership interest and terms of seller financing.

YES i [E] CONITTION

[0 [0 4 Family or business relationship existing between
buyer and seller?

Amount of discount: ¥

Db b e liial valus b= imbssy, Fropeily, & MEVIE, 62 sgrécsien of olbes ooniidepatiss,

5. Estimated value of personal property: | §

_L 6. Sales price: 5

YES MO CONDITION

[0 [O 7.1s the seller financing sale? If yes, answer
questions [8-13)

[0 [O 8.1s buyer/borrower personally liable for loan?
[0 [0 9.1sthisa mortgage loan?

10, Amount of loan: 5

11, Interest rate: o
12, Amount in points: b

13, Amortization peried:

15




Part 1D. Preparer

Provides information on the individual preparing the form.

Phone number and email are required to allow Auditor/Assessor
ability to call preparer if questions relative to the SDF arise.

Once posted, phone numbers and email addresses are visible to
state and county officials only, not online viewers.

D. FREFARER
Prigarer of thi Sahes Maclaqurs Farm hels
Addrigs (Warmber and Serner) Loprgany

iy, Seane, amd TNP Codie Ticks piliuine? Wi E-miall

16



Part 1E. Seller(s)/Grantor(s)

for preparer.

Seller signature is required.

Provides information on the seller of the property
Phone number and email are required and handled the same as

Contact information must be valid for 30 days.

E. SELLER(S)/GRANTOR[S)

Sller § - Nubid 08 Qp@ars of convepemce decumant

Silfur 2 « Namme 03 Sppesrd an comaanas decusnt

Addris (Wamber and Streer) Address (Nusshir and Stred)
ey, Seate, amd ZIP Cade [y, State; and ZIF e

||
T Hussier E-mall Tifuphane Namber E-miall

Under penalties of perjury, I hereby certify that this 5ales Disclosure, to the best of my knowledge and belief, is true, correct
and complete as required by law, and iz prepared in accordance with IC 6-1.1-5.5, "Real Property Sales Disclosure Act".

Elgaanmre af Faliir

Slpsature of Saller

Frivitad Mamic af Selher

Shgrr Dané [MMADDYTTY

Printid Name of Seller

g Date (4,00,77T)
17



Part 1F. Buyer(s)/Grantee(s)

*Provides information on
the buyer of the property

ePhone number and email
are required and handled
the same as for preparer
and seller.

eContact information must
be valid for 30 days.
eBuyer signature is
required.

F. BUYER(S)/ GRANTEE(S) - APFLICATION FOR PROPERTY TAX DEDUCTIONS- IDENTIFY ALL ITEMS THAT APPLY

Bupar | < Nkt &3 SpgerdFd o Saninsrano o masl

Buyir 7 - N a5 appears ob cosvpani dicamnl

Adiress {Narmber and Street] s [Humber and Seredt)
iy, State, and ZIF Code
et Kamber Famall
His PYEERCTY. THERTIRY ALL G THORE TRAT AFELY.
YES WO CONDITION VES  NO_ CONDITION
[0 O 1 Wwillthis property be the buyer's primary O [0 3.Homestead
rﬁixnm?_lﬂme complete address of primary [0 [0 4 Solar Energy Heating/Cooling System
residence, Inciuding county: [J [ S WindFower Device
s [Niber v St O [0 & Hydroglectric Power Device
e e O O = Ge:rt-hermal Ewerg].rl-?eamilg,."cunl.mg Device
[0 O 2 Doesthebuyer have a homestead in Indiana to be O O Blsthis pmpeﬂyams:w rental property? _
vacated for this residence? If yes, provide O [ 9. Would you like to receive tax statements for this

complete address of residence being vacated,
including county:

Addris [Nutmber s Strivt]

ity State ZIF Coce Colisty

property via e-mail? (Provide contact information
below. Please see instructions for more information.
Not available in all counties.}

PrUSRIFY Eroperty o Whir el i E-riial

Under penalties of perjury, | hereby certify that this Sales Disclosure, to the best of my knowledze and belief, is true, correct
and complete as required by law, and is prepared in accordance with IC 6-1.1-5.5, "Real Property Sales Disclosure Act”. [Note:
Spouse information, Social Security and Driver's License /Other numbers are not necessary if no Homestead Deduction is

being filed.)
|_Sigmanare of Fuyart | | |sugsonaee of mayerzgpouse
Friviviel Ligal Nami of Buper Sl Dt [MMIRVTTY) Pristinf Ligal Mawie af Bupsr 2, Spause Sl Dure (MWL TV

Last 5 ligies of Buyer 1 Drfer's State  Last 5 Digits of Social Security Number
Licemsey10}/0ther Number

Last & dhgits of Buyer 2/5pouse Drfver’s State  Last & Digits of Socia) Security
Number License/ 1D/ Cther Number

18




Part 1F. Buyer(s)/Grantee(s)

*Provides information
on deductions for

which the SDF can be
used

*Response to all
items is required,
except address for
ltem 2 if response is
no.

F. BUYER(S)/ GRANTEE(S) - APFLICATION FOR PROPERTY TAX DEDUCTIONS- IDENTIFY ALL ITEMS THAT APPLY

Bupar | < Nkt &3 SpgerdFd o Saninsrano o masl

Buyir 7 - N a5 appears ob cosvpani dicamnl

complete address of residence being vacated,
including county:

Addris [Nutmber s Strivt]

ity State ZIF Coce Colisty

A (Warber and ereet] e [Mbir and Treat]
ity S, and ZVP Code . Sate, and 2F Ciede
Telkgthns Nusber Foval Tetepher Narabar Foval
" THE SR LESTec L TR Re Tk KRV BETRED T AP FIY PO TERTATR DETE ook Y o TS FT0RedTT. (DERTIRV AL of TRosETha ™. = — — — 7T
VES KO CONDITION VES MO CONDITION
[0 O 1 Wwillthis property be the buyer's primary O [0 3.Homestead
iﬂﬂﬁi:ﬂﬁﬁmam“fmw O O 4 SolarEnerzy Heating/Cooling System
' g county: [J [ S WindFower Device
At (Nurmber s Strved] O [0 & Hydroglectric Power Device
it tote TP G T [0 [0 7.Geothermal Enersy Heating/Cocling Device
0 [0 2 Doesthebuyerhavea homestead in Indiana to be O O Elsﬂ::spmpeﬂyares:d:entlalmntalpmpenﬁ.
vacated for this residence? If yas, provide 00 [ 9.Would youlike to receive tax statements for this

property via e-mail? (Provide contact information
below. Please see instructions for more information.
Not available in all counties.}

PrUSRIFY Eroperty o Whir el i E-riial

[Under penalties of perjury, [hereby certify that this Sales Disclosure, to the best of my knowledge and belief, is true, correct
and complete as required by law, and is prepared in accordance with IC 6-1.1-5.5, "Real Property Sales Disclosure Act”. [Note:
Spouse information, Social Security and Driver's License /Other numbers are not necessary if no Homestead Deduction is

being filed.)
Signature of Buper] Signarure of BuyerZSpouse
Friviviel Ligal Nami of Buper Sl Dt [MMIRVTTY) Pristinf Ligal Mawie af Bupsr 2, Spause Sl Dure (MWL TV

Last 5 ligies of Buyer 1 Drfer's State  Last 5 Digits of Social Security Number
Licemsey10}/0ther Number

Last & dhgits of Buyer 2/5pouse Drfver’s State  Last & Digits of Socia) Security
Number License/ 1D/ Cther Number
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Validation of SDF

e Indiana law requires a sales disclosure form
(SDF) be reviewed for completeness by the
County Assessor before being forwarded to
the County Auditor and must be completed
whenever a conveyance document is filed.

. The County Auditor may not accept a
conveyance if:

— the sales disclosure form is not included with the
conveyance document; or

— the sales disclosure form is incomplete and/or is
not stamped by the County Assessor.

20



Part 2 - County Assessor

ltems 1-14 are to be reviewed for completeness.

Response to all items, except 10, is required.

Sales conditions subject to a disclosure fee (Part 1B Items 1-11)
are required to pay a fee of ten dollars (510.00) to the Auditor.

Response NO on Item 11 means form is rejected.

| PART 2 - COUNTY ASSESSOR

I Thee counly asseiues mest verily and comaphens beres 1 throsgh 14 and stamp e siles dbiclesure form before sending b the sadiore:

E..llr’i.und H‘rrlpruumﬂ;

Mﬁmu{ 'I-'!I'm:u-nl -ag:fmp- Mm nmﬁ-: Emwe

[ rropery
A)

i)

Assessor Stamp

10 Mdentify plysical changes to property hetweesn March 1 and
date of sbe

YES | N | CONDITION

OO E: Ferma compheted?

OO tenluﬁ:ereq-ln:.ﬂ
Date of sale (MeAYTIVE

m Date form recelved | oo

21



i Part 2 - County Assessor

e AVs (Items 2-5) should be from previous tax
vear, if available — if new parcel should be
S0.00.

e Property Class Code (Item 6), Neighborhood
Code (Item 7), Tax District (Item 8), and
Acreage Fields (Item 9) should be updated to
match CAMA system values from last March
15t assessment date.

22



i Part 2 - County Assessor

e [tems 15-18 are to be completed.

e Processing the form to the Auditor is not
contingent on validation of the sale.

| PART 2 - COUNTY ASSESSOR

Iiemes 15 through 18 are to be cosspleted by the aisessor whin valldating this sale:

15. I applicabile. identify any additional speclal circumstances relatisg o valldstion of sale. i . I = |EﬂHI:|l'II.|:|H
[0 1 16 Sakevalid for tresding?

O [O 17 Validation of sale complets?
16, Validated by:

23



et

%3 Options for Validating Sales Data

/
g ¥
.-‘i' 7

e Ask questions at the time of collection.

e Check various on-line sources (MLS, MIBOR,
etc.).

e Send a letter to the taxpayer requesting
clarification.

e Conduct a site visit and/or view aerial
photographs.

e Also, see Appendix A. Sales Validation
Guidelines listed in IAAO Standard on Ratio
Studies - 2007. 24



Sales Screening

e Every arm’s length, open market sale that
appears to meet the condition of a market
value-in-use transaction must be included in
the ratio study unless:

— sales data are incomplete, unverifiable, or suspect;
or

— fails to pass one or more specific tests of
acceptability in the Standard on Ratio Studies

25



#3%3 Sales Screening

J
L g
L

e The county should take the position that all
sales are candidates for ratio study...

..unless “sufficient and compelling
information” can be documented to show
otherwise.

e No “cherry picking” will be permitted.

— Occurs when assessors regard only sales that
closely match AVs as valid.

26



)2 Annual Adjustment - Sales Verification

e The DLGF expects to see all eligible sales
marked “valid for trending” in the ratio study
unless otherwise noted.

e Sales marked “Y” for valuable consideration
and “N” for valid for trending should provide
an explanation on why the sale cannot be used
in the special circumstances field.

27



Annual Adjustment - Sales Verification

. Only sales marked “valid for trending” in the
SALES File are used to conduct the
Department’s ratio study.

e Property data from the Workbook must
match the Department’s certified data for
assessments to be approved with the
exception of:

— appeals, or
— correction of errors.

28



...........

1 | Part 3 - County Auditor

‘e SDF fee to be collected based on response Part
2, Item 12 = YES.

e Response to all items is required.

e If ltems 1, 2, 3 are no fee then complete with
S0.00.

|BARL3_COUNTYAUDITOR ]
Auditor Stamp 1. Disclosure fee amount collected: § | YES MO __CONDITION
2. (ther Local Fee: § O O & isform completed?
7. Total Pee Callected: § O O 7. lsstate fee colleched?
4. Auditor receipt book number: O O & Attachments complete?

5. Date of transfer (upooymrE

29



\ Part 3 -County Auditor

e County Assessor receives information
completed by County Auditor (Part 3) and
inputs into sales disclosure system.

e Sales disclosure fee differences reported to
the Assessor should be researched with the
Auditor and documented at regular
intervals.

30



% Part 3 -County Auditor

e Assessor should always correct issues in the
sales data, whenever possible, prior to
submitting data file to DLGF.

e [tems that cannot be fixed, such as
discrepancies concerning fees collected,
should be compiled in a variance document
and submitted to the DLGF along with the
sales data.

31



Assessor Data Submissions

1818

e How do | know my data is ready for review?

— All records have been entered (direct
entry or upload).

— All records indicate that the form is
complete.

— As appropriate, records have been
marked as valid for trending.

— All records have been reviewed.

32



Compliance Checks

* Primary checks done to ensure we have

— all the sales transacted for the calendar
year;

— all the critical data necessary to evaluate
ratio study; and

— all data submissions (sales, real, personal,
tax) tested sufficiently so there is a
reasonable expectation they are accurate
and complete.

33



3 Sales Data - Reviews

e Number of sales records received versus
number of sales records expected.

e Number of non-fee exempt duplicate
records.

e Number of non-fee exempt duplicate
multiple parcel records.

e Range of conveyance dates
— January 1, 2011 — February 28, 2012, inclusive.

34



e Number of non-fee exempt records missing
or invalid critical data

— Critical data:
e State-assigned taxing district number
e Property class code
e Total sales price
e Buyer/seller basic information

— If number of records with missing/invalid critical
data exceeds 2% of total non-fee exempt records,
the data will be rejected!

35



4 Sales Data - Reviews

e Match of non-fee exempt sales disclosure
parcel numbers to parcel numbers in real
property files

— Necessary for ratio studies as real property
files contain AV information

36



3 Sales Data - Reviews

e |[tems that need explanation
— Special Circumstances Field
— Variance Document

37



Sales Data - Reviews

1818

e Check for excessive duplicate records.

e Check for duplicate non-exempt multiple-
parcel sales.

e Check for number of splits in the sales file.

38



------------
Lt ol T

Sales Data - Reviews

e |nclude all calendar year splits and
subsequent splits

— Record entries are sometimes missing from
data (assessment vs. calendar year);

— Note subsequent split sale information in
special circumstances field; and

— Provide any additional information on why
parcel number does not match PARCEL data in
special circumstances field.

39



------------
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Data Management Recommendations

o heck sales data before submitting to DLGF
because:

— sales used in a ratio study must reflect market
value-in-use;

— sales prices must reflect only the market
value-in-use and not the value of personal
property, financing, or leases;

— only sales that occur during the period of analysis
are used; and

— sales should be excluded (marked not valid) from
the ratio study ONLY with good cause.

40



............
Lt ol T

Data Management Recommendations

e Sales data is considered the base or source of the
sales that will be used for the ratio study.

e Every arm’s length, open market sale that appears to
meet the conditions of a market value-in-use must be
included in the ratio study unless “sufficient and
compelling information” can be documented to show
otherwise.

e Verify workbook information:

— Provide a list of appeals and/or other correction of
errors for any changes on the historical AVs.

41



2,

Project Management

Sales data range — January 1, 2011 through

February 28, 2012

Deadline for data submission — March 31,
2012

How do you get it all done in a timely and
accurate manner?

42



............
Lt ol T

% Project Management

o Work on sales disclosures throughout the
year

— Data entry of information
— Sales validation
— Fee differences with the county auditor

e Benchmarks/goals - Examples
— Sales will be data entered with two weeks.
— Sales will be validated within one month.

43



............
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% Project Management

o Work with your assessment vendors
throughout the year

— Get training from your vendors on what they will
consider a valid sale for the purposes of the ratio
study

— Develop a good method to bounce questions off
of them before completing the form/data entry

44



H Project Management

e Document, document, document

— As a sale is still fresh in your mind and the minds
of the seller and buyer, document any unique
details of the sales

— Special circumstances fields
e Part 1C, Question 3
e Part 2, Question 15

— Variance document

45



3% Contact the Department

. J
*

o Cathy Wolter — Legal Questions
e Telephone: 317.233.4361
e E-mail: cwolter@digf.in.gov

e Eric Bussis — Data Compliance Questions
e Telephone: 317.232.3759

e E-mail: erbussis@dIgf.in.gov
e Web site: www.in.gov/dlgf

e “Contact Us”: www.in.gov/dlgf/2338.htm.

46
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