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Introduction
Section 194.01 1(5)b), Florida Statutes, states:

“tb) The department shall develop a uniform policies and procedures manual that shall
be used by value adjustment boards, special magistrates, and taxpayers in proceedings
before value adjustment boards. The manual shall be made available. at a minimum, on
the department s website and on the existing websites of the clerks of circuil courts.”

The Florida Department of Revenue (Department) has developed this uniform policies and
procedures manual as prescribed by statute. This manual contains the recently adopted rules
titled: REQUIREMENTS FOR VALUE ADJUSTMENT BOARDS IN ADMINISTRATIVE
REVIEWS; UNIFORM RULES OF PROCEDURL FOR HEARINGS BEFORE VALUT
ADJUSTMENT BOARDS.

Along with accompanying documents described below, the Uniform Policies and Procedures
Manual will be available on the existing website of the value adjustment board clerk (board
clerk} in each of the 67 counties and on the website of the Department. The Department requests
that board clerks retain and use the document titles as provided in this manual when placing
these documents on their websites.

Adoption and Application of Rules and Forms

On February 24, 2010, the Governor and Cabinet, acting as the head of the Department,
approved the adoption of the Department’s Rule Chapter 12D-9 and accompanying forms, a
partial repeal of the rules in Rule Chapter 12D-10, and amendments to Rule 12D-16.002. F.A.C.
The effective date of the rules and forms is March 30, 2010. Rule Chapter 12D-9 is the primary
component of the Uniform Policies and Procedures Manual for value adjustment boards.

Value adjustment boards, board clerks, taxpayers, property appraisers, and tax collectors are
required to follow these rules, as stated in seetion 195.027(1) and 194.01 [{3)(b}. Florida Statutes.
These rules supersede any focal rules or prior Department rules on the subject.

The Department would like to thank all those who participated in the rule development process
and who provided comments that assisted the Department in developing uniform rules to govern

the value adjustment board process throughout the state.

Revised value adjustment board training that incorporates these rules will be available by June
30.2010.

Overview of the Uniform Policies and Procedures Manual
The Uniform Policies and Procedures Manual contains the following:

. The rights of taxpayers as provided in Florida Statutes and the recently adopted rules;
2. 'The recently adopted rules of procedure for value adjustment board proceedings;
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3. Recently adopted forms for value adjustment boards:
4. Florida Statutes regarding value adjustment board procedures; and
3. A notice regarding case law (see following paragraph}.

A statute effective in 2009 regarding the administrative review of just valuations addresses the
use of case law in administrative reviews of assessments. “The provisions of this subsection
preempt any prior case law that is inconsistent with this subsection.” See subsection (1) of
scetion 194.301, Florida Statutes (2009). as amended by Chapter 2009-121, Laws of Florida
(Council Substitute tor Committee Substitute for House Bill 521). /¢ is the express intent of the
Legisluture that a taxpayer shall never have the burden of proving that the property appraiser's
assessment is not supporied by any reasonable hypothesis of a legal assessment. All cases
establishing the every-reasonable-hypothesis standard were expressly rejecied by the Legislature
on the adoption of chapter 97-83, Laws of Florida. It is the further infent of the Legislature thai
any cases published since 1997 citing the every-reasonable-hypothesis stundard are expressiy
rejected lo the extent that they are interpretative of legislative intent.” Sce subsection (1}yof
section 194.3015, Florida Statutes (2009). Value adjustment boards and appraiser special
magistrates should use case law in conjunction with legal advice from the board legal counsel.

Overview of Accompanying Documents

Accompanying the Uniform Policies and Procedures Manual are two additional sets of
documents. The first of the two accompanying sets of documents is titled “Other Legal
Resources Including Statutory Criteria,” and the second is titled “Reference Materials Including
Guidelines.” These documents are for use by value adjustment boards and special magistrates in
conjunction with the Uniform Policies and Procedures Manual, as described below. Along with
the Uniform Policies and Procedures Manual. these two accompanying sets of documents will be
available on the existing website of the value adjustment board clerk in each of the 67 counties
and on the website of the Department. The Department requests that board clerks retain and use
the document titles as provided in this manual when placing these documents on their websites.

Overview of Other Lepal Resources Including Statutory Criteria™

The set of documents titled “Other Legal Resources Including Statutory Criteria,™ contains the
following items.

1. Florida Administrative Rules regarding the production of original assessments;

2. Florida Statutes regarding the production of original assessments:

3. Provisions of the Florida Constitution regarding the production of original assessments; and

4. A notice regarding case law (Note: Value adjustment boards and appraiser special
magistrates should use case law in conjunction with legal advice from the board legal
counsel.)

The contents of the set of documents titled “Other Legal Resources Including Statutory Criteria”™
are limited to provisions of law that relate to the production of original assessment rolls by
property appraisers. While value adjustment boards and special magistrates are not authorized to
produce original assessments, they are authorized to conduct administrative reviews of
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assessments that include establishing revised assessments when required by law. Therefore,
within the scope of their authority, value adjustment boards and special magistrates must use
these same provisions of law, where applicable, in the administrative review of assessments

produced by property appraisers. Value adjustment boards and special magistrates must use
these documents in conjunction with the Uniform Policies and Procedures Manual.,

This accompanying set of documents contains the relevant provisions of Florida Statutes
pertaining to property tax assessments, including statutory criteria for assessments. These are the
authorities applicable in administrative reviews of the following; just valuations (Part 1 of
Chapter 193, Florida Statutes): exemptions (Chapter 196, Florida Statutes); classifications and
classified use valuations (Part 2 of Chapter 193. Florida Statutes); portability assessment
difference transfers (section 193.155(8) . Florida Statutes); limited assessment increases (sections
193.155 through 193.1556. F'lorida Statutes); and delerrals and penalties (Chapter 197, Florida
Statutes).

Overview of “Reference Materials Including Guidelines™

The set of materials titled “Reference Materials [ncluding Guidelines.” contains the following
items:;

Taxpayer brochurg

General description and internet links to the Department’s training for value adjustment
boards and special magistrates;

Recommended worksheets for lawful decisions;

The Florida Real Property Appraisal Guidelines;

The Florida Tangible Personal Property Appraisal Guidelines;

The Florida Classified Use Valuation Guidelines for Agricultural Property: and
[nternet links to Florida Attorney General Opinions, Government in the Sunshine
Manual, PTO Bulletins and Advisements, and other relerence materials.

o W [

~F

These reference materials are for consideration, where appropriate, by value adjustment boards
and special magistrates in conjunction with the Uniform Policies and Procedures Manual and
with the Other Legal Resources Including Statutory Criteria.

The Department’s guidelines are intended by law as aid and assistance for the production of
original assessment rolls by property appraisers. While value adjustment boards and special
magistrates are not authorized to produce original assessments, they are authorized to conduct
administrative reviews of assessments that include cstablishing revised assessments when
required by law. Therefore, within the scope of their authority, value adjustment boards and
spectal magistrates may consider these guidelines, where appropriate, in the administrative
review ol assessments produced by property appraisers. These guidelines must be used in
conjunction with the Uniform Policies and Procedures Manual and with the Other Legal
Resources Including Statutory Criteria.

it
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CONTENTS
OF THE

Uniform Policies and Procedures Manual
For Value Adjustment Boards

(Subsection 194.011(5)(b), Florida Statutes)

RULES:

e CHAPTER 12D-9 REQUIREMENTS FOR VALUE
ADJUSTMENT BOARDS IN ADMINISTRATIVE
REVIEWS; UNIFORM RULES OF PROCEDURE FOR
HEARINGS BEFORE VALUE ADJUSTMENT
BOARDS

s CHAPTER 12D-10 VALUE ADJUSTMENT BOARDS

e CHAPTER 12D-16 ADMINISTRATION OF FORMS
(EXCERPT)

e COPIES OF FORMS

STATUTES:

* CHAPTER 194 ADMINISTRATIVE AND JUDICIAL
REVIEW OF PROPERTY TAXES (EXCERPTS)

» PARTI- ADMINISTRATIVE REVIEW

¢ PART HI - ASSESSMENT: PRESUMPTION OF
CORRECTNESS

o CHAPTER 286 PUBLIC BUSINESS:
MISCELLANEOUS PROVISIONS (EXCERPT)

NOTICE REGARDING CASE LAW
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STATE OF FLORIDA
DEPARTMENT OF REVENUE
PROPERTY TAX OVERSIGHT

PROGRAM

CHAPTER 12D-9
FLORIDA ADMINISTRATIVE CODE

REQUIREMENTS FOR VALUE
ADJUSTMENT BOARDS IN
ADMINISTRATIVE REVIEWS; UNIFORM
RULES OF PROCEDURE FOR HEARINGS
BEFORE

Chapter 12D-9 Rev. 03-30-10

Part 11
Petitions; Representation of the Taxpayer;
Schedaling and Notice of a Hearing;
Exchange of Evidence; Withdrawn or Settled
Petitions; Hearing Procedures;
Disqualification or Recusal; Ex Parte
Communication Prohibition; Record of the
Proceeding; Petitions on Transfer of
“Portability” Assessment Difference;
Remanding Assessments; Recommended
Decisions; Consideration and Adaoption of
Recommended Decisions;
Final Decisions; Further Judicial Proceedings.

VALUE ADJUSTMENT BOARDS

Part1

Taxpayer Rights; Informal Conference
Procedures; Definitions; Composition of the
Value Adjustment Board; Appointment of the
Clerk; Appointment of Legal Counsel to the
Board; Appointment of Special Magistrates

12D-9.001  Taxpayer Rights in Value
Adjustment Board Proceedings,

12D-9.002 informal Conference Procedures.

1Z2D-9.003  Definitions.

12D-9.004  Composition of the Value
Adjustment Board.

12D-9.005  Duties of the Board.

12D-9.006  Clerk of the Value Adjustment
Board.

12D-9.007 Role of the Clerk of the Value
Adjustment Board.

12D-9.008 Appointment of Legal Counsel to
the Value Adjustment Board.

12D-9.009 Role of Legal Counsel to the
Board.
12D-9.010  Appointment of
Special Magistrates to the Value
Adjustment Board.

12D-9.011 Role of Special Magistrates to the
Yalue Adjustment Board.

12D-9.012  Training of Special Magistrates,
Value Adjustment Board
Members, and Legal Counsel,

12D-9.013 Organizational Mceting of the
Value Adjustment Board.

12D-9.014 Prehearing Checklist,

12D-9.015 Petition; Form and Filing Fee.

12D-9.016 Filing and Service.

12D-9.017 Ex Partc Communication
Prohibition.

12D-9.018  Representation of the Taxpayer.

12D-9.019  Scheduling and Notice of a
Hearing.

1213-9.020 Exchange of Evidence.

12D-9.021 Withdrawn or Settled Petitions;
Petitions Acknowledged as
Correct; Non-Appearance;
Summary Disposition of
Petitions.

1213-9.022 Disqualification or Recusal of
Special Magistrates or Board
Members,

12D-9.023  Hearings Before Board or Special
Magistrates.

12D-9.024  Procedures for Commencement
of a Hearing.

12D-9.025 Procedures for Conducting a
Hearing; Presentation of
Evidence; Testimony of
Witnesses.

12D-9.026 Procedures for Conducting a
Hearing by Electronic Media.

12D-9.027 Process of Administrative
Review.

12D-9.028 Petitions on Transfer of
“Portability” Assessment
Difference.

12D-9.029 Procedures for Remanding Value

12D-9.030

Asscessments to the Property
Appraiser.
Recommended Decisions.

et e e T P e
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12D-9.031 Consideration and Adoption of
Recommended Decisions of
Special Magistrates by Value
Adjustment Boards in
Administrative Reviews,

12D-9.032 Final Decisions.

12D-9.033 Further Judicial Proceedings.

12D-9.034 Recerd of the Proceeding.

1213-9.035 Duty of Clerk to Prepare and
Transmit Record.

12D-9.036 Procedures for Petitions on

Denials of Tax Deferrals.

Part 111
Uniform Certification of Assessment Rolls

12D-9.037
12D-9.038

Certification of Assessment Rolls.
Public Notice of Findings and
Results of Value Adjustment
Board.

Part 1
Taxpayer Rights; Informal Conference
Procedures; Definitions; Composition of the
Value Adjustment Board; Appointment of the
Clerk; Appointment of Legal Counsel to the
Board; Appointment of Special Magistrates

12D-9.001 Taxpayer Rights in Value
Adjustment Board Proceedings.

{1) Taxpayers are granted specific rights by
Florida law concerning value adjustment board
procedures.

(2) These rights include:

(a) The right to be notified of the assessment
of'each taxable item of property in accordance
with the notice provisions set out in Florida
Statutes for notices of proposed property taxes:

{b) The right to request an infermal conference
with the property appraiser regarding the
correctness of the assessment or to petition for
administrative or judicial review of property
assessments. An informal conference with the
property appraiser is not a prerequisite to filing a
petition for administrative review or an action for
Judicial review;

{¢) The right to file a petition on a form
provided by the county that is substantially the
same as the form prescribed by the department or

b2
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to file a petition on the form provided by the
department for this purpose:

(d) The right to state on the petition the
approximate time anticipated by the taxpayer to
present and argue his or her petition before the
board;

(e) The right to be sent prior notice of the date
for the hearing of the taxpayer’s petition by the
value adjustment board and the right to the hearing
within a reasonable time of the scheduled hearing;

(f) The right to request and be granted a
change in the hearing date as described in this
chapter;

(2) The right to be notified of the date of
certification of the county’s tax rolls and to be sent
a property record card if requested:

(h} The right to represent himself or herself or
to be represented by an attorney or an agent;

(1) The right to have evidence presented and
considered at a public hearing or at a time when
the petitioner has been given reasonable notice:

(1) The right to have witnesses sworn and
cross-examined;

(k) The right 1o be issued a timely written
decision within 20 calendar days of the last day
the board is in session pursuant to Section
194.032, I'.S., by the value adjustment board
containing findings of fact and conclusions of law
and reasons for upholding or overturning the
determination of the property appraiser or tax
collector;

(1) The right to advertised notice of all board
actions, including appropriate narrative and
column descriptions, in briel and nontechnical
language;

{m) The right to bring an action in circuit court
to appeal a value adjustment board valuation
decision or decision to disapprove a classification,
exemption. portability assessment ditference
transfer, or to deny a tax deferral or to impose a
tax penalty:

{n) The right to have federal tax information,
ad valorem tax returns, social security numbers,
all financial records preduced by the taxpayer and
other confidential taxpayer information, kept
confidential; and

(o) The right to limiting the property
appraiser’s access to 4 taxpayer’s records (o only
those instances in which it is determined that such
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records are necessary to determine either the
classification or the value of taxable
nonhomestead property.

Rulemaking Authority 194.011(5). 194.034(1),
195.027(1), 213.06(1) I'S. Law Implemented
192.0005, 193.074. 194.011. 194.013. 194.015,
194.032. 194.034, 194.035. 194.036. 194.301,
195.002. 195.027. 195.084, 195.096. 196.011,
196.151. 196.193, 196.194, 197.122, 213.05 FS.
History-—New 3-30-10.

12D-9.002 Informal Conference Procedures.

(1) Any taxpayer who objects to the
assessment placed on his or her property.
including the assessment of homestead property at
less than just value. shall have the right o request
an informal conference with the property
appraiser.

(2) The property appraiser or a member of his
or her staff shall confer with the taxpayer
regarding the correctness of the assessment.

(3) At the conference, the taxpayer shall

present facts that he or she considers supportive of

changing the asscssment and the property
appraiser or his or her representative shall present
facts that the property appraiser considers to be
supportive of the assessment.

(4) The request for an informal conference is
not a prerequisite to administrative or judicial
review of property assessments, Requesting or
participating in an informal conference does not

extend the petition filing deadline. A taxpayer may

file a petition while secking an informal
conference in order to preserve his or her right to
an administrative hearing.

Rulemaking Authority 194.011(5). 194.034(1).
195.027(1), 213.06(1) FS. Law Implemented
[94.011,213.05 FS. History-—-New 3-30-10,

12D-9.603 Definitions.

(1) “Agent” means any person, including a
tamily member of the taxpayer, who is authorized
to represent the taxpayer before the board.

(2) "Board™ means the local value adjustment
board.

(3} Clerk™ means the clerk of the tocal value
adjustment board.

(4) "Department,” unless otherwise
designated, means the Department of Revenue.

Chapter 12D-9 Rev. 03-30-10

(5) “Hearing” means any hearing relating to a
petition before a value adjustment board or special
magistrate, regardless of whether the parties are
physically present or telephonic or other electronic
media is used te conduct the hearing, but shall not
include a proceeding (o act upon, consider or
adopt special magistrates’ recommended decisions
at which no testimony or comment is taken or
heard trom a party.

(6) “Petitioner” means the taxpayer or the
taxpayer as represented by an agent or attorney.

(7) “Taxpayer™ means the person or other legal
entity in whose name property is assessed,
including an agent of a timeshare period
titleholder. and includes exempt owners of
property, lor purposes of this chapter.

Rulemaking Authority 194.011(5). 194.034(1),
195.027(1), 213.06(1) I'S. Law Implemented
192.001, 194.011, 194.013, 194,015, 194.032,
194.034, 194.035, 194.036. 194,171, 195.022,
213.05, AGO 2002-058 FS. History-New 3-30-10.

12D>-9.004 Composition of the Value
Adjustment Board.

(1) Every county shall have a value adjustment
board which consists of:

{(a) Two members of the governing body of the
county. clected by the governing body from
among its members, one of whom shall be elected
as the chairperson of the value adjustment board;

{b) One member of the schoel board of the
county. elected by the school board trom among
its members; and

{c) Two citizen members:

1. One who owns homestead property in the
county appointed by the county’s governing body:
2. One who owns a business that occupies

commercial space located within the school
district appointed by the school board of the
county. This person must, during the entire course
of service, own a commercial enterprise,
occupation, profession, or trade conducted from a
commercial space located within the school
district and need not be the sole owner.

3. Citizen members must not be:

a. A member or employee of any taxing
authority in this state;

b. A person who represents property owners,
property appraisers, tax collectors, or taxing
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authorities in any administrative or judicial review
of property taxes.

4. Citizen members shall be appointed in a
manner to avoid conflicts of interest or the
appearance of conflicts of interest.

(2)(a) Lach elected member of the value
adjustment board shall serve on the board until he
or she is replaced by a successor elected by his or
her respective governing body or school board or
is no longer a member of the governing body or
school board of the county.

(b) When an elected member of the value
adjustment board ceases being a member of the
governing body or school board whom he or she
represents, that governing body or school board
must elect a replacement.

(c) When the citizen member of the value
adjustment board appointed by the governing body
of the county is no longer an owner of homestead
property within the county, the governing body
must appoint a replacement.

(d) When the citizen member appointed by the
school board is no longer an owner of a business
occupying commercial space located within the
school district. the school board must appoint a
replacement.

{3)(a) Al the same time that it selects a
primary member of the value adjustment board,
the governing body or school board may select an
alternate to serve in place of the primary member
as needed. The method for selecting alternates is
the same as that for selecting the primary
members.

(b) At any time during the value adjustment
board process the chair of the county governing
body or the chair of the school board may appoint
a temporary replacement for its elected member of
the value adjustment board or for a citizen
member it has appointed to serve on the value
adjustment board,

(4)(a) To have a quorum of the value
adjustment board, the members of the board who
are present must include at least:

1. One member of the governing body of the
county;

2. One member ot the school hoard; and

3. One of the two ¢itiven members.
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(b} The quorum requirements of Section
194.015, F.S., may not be waived by anyone,
including the petitioner.

{(3) The value adjustment board cannot hold its
organizational meeting until atl members of the
board are appointed, even if the number and type
of members appointed are sufficient to constitute a
quorum. If board legal counsel has not been
previously appointed for that year. such
appointment must be the first order of business.
Rulemaking Authority 194.011(35). 194.034(1),
195.027(1). 213.06(1) FS. Law Implemented
194.011, 194.015, 213.05 FS. AGO 2008-056.
History--New 3-30-10).

12-9.005 Duties of the Board.

{1)(a) The value adjustment board shall meet
not carlier than 30 days and not later than 60 days
after the mailing of the notice provided in Section
194.011(1). I'.S.. however, no board hearing shall
be held before approval of all or any part of the
county’s assessment rolls by the Department of
Revenue. The board shall meet for the tollowing
purposes:

1. Hearing petitions relating to assessments
{iled pursuant to Section 194.011(3), F.S.;

2. Hearing complaints relating to homestead
exemptions as provided for under Section
196151, F.S,;

3. Hearing appeals from exemptions denied, or
disputes arising from exemptions granted, upon
the filing of exemption applications under Section
196,011, F.S.;or

4. Hearing appeals concerning ad valorem tax
deferrals and classifications.

{b) The board may not meet earlier than July |
to hear appeals pertaining to the denial of
exemptions, agricultural and high-water recharge
classifications, classifications as historic property
used for commercial or certain nonprofit purposes,
and deferrals.

(¢) The board shall remain in session until its
dutics are completed concerning all assessment
rolls or parts of assessment rolls. The board may
temporarily recess, but shall reconvene when
necessary to hear petitions, complaints. or appeals
and disputes filed upon the roll or portion of the
roll when approved. The board shall make its
decistons timely so that the board clerk may
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observe the requirement that such decisions shall
be issued within 20 calendar days of the last day
the board is in session pursuant to Section
194.032, F.S.

(2)(a) Value adjustment boards may have
additional internal operating procedures, not rules,
that do not conflict with, change, expand, suspend,
or negate the rules adopted in this rule chapter or
other provisions of law, and only to the extent
indispensable for the efficient operation of the
value adjustment board process. The board may
publish fee schedules adopted by the board.

(b) These internal operating procedures may
include methods for creating the verbatim record.
provisions for parking by participants. assignment
of hearing rooms, compliance with the Americans
with Disabilities Act, and other ministerial type
procedures.

(¢) The board shall not provide notices or
establish a local procedure instructing petitioners
to contact the property appraiser's or tax
collector’s office or any other agency with
questions about board hearings or procedures. The
board, board legal counsel, board clerk, special
magistrate or other board representative shall not
otherwise enlist the property appraiser’s or tax
collector’s office to perform administrative duties
for the board. Personnel performing any of the
board’s duties shall be independent of the property
appraiser’s and tax collector’s office. This section
shall not prevent the board clerk or personnel
performing board duties from referring petitioners
1o the property appraiser or tax coltector for issues
within the responsibility of the property appraiser
or tax collector. This section shall not prevent the
property appraiser from providing data (o assist
the board clerk with the notice of tax impact.

(3) The board must ensure that all board
meetings are duly noticed under Section 286.011,
F.S., and are held in accordance with the law.

{(4) Other duties of value adjustment boards are
set forth in other areas of Florida law. Value
adjustment boards shall perform all duties required
by law and shall abide by all limitations on their
authority as provided by law.

(5) lI'ailure on three occasions with respect to
any single tax year for the board to convene at the
scheduled time of meetings of the board shall

n
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constitute grounds for removal from office by the
Governor for neglect of duties,

Rulemaking Autherity 194.011(5), 194.034(1),
195.027(1). 213.06(1) F'S. Law Implemented
192.0105. 194,011, 194.015, 194.032. 194.034,
194,035, 194,037, 213.05 I'S. History--New 3-30-
10.

12D-9.006 Clerk of the Value Adjustment
Board.

(1) The clerk of the governing body of the
county shall be the clerk of the value adjustment
hoard.

(2) The board clerk may delegate the day to
day responsibilities for the board to a member of
his or her staff, but is ultimately responsible for
the operation of the board.

Rulemaking Authority 194.011(5), 194.034(1),
195.027(1), 213.06(1) FS. Law Implemented
28,12, 192.001, 194.011, 194.015, 194.032,
213.05 FS. History--New 3-30-10.

12D-9.007 Role of the Clerk of the Value
Adjustment Board.

(1) It is the board clerk’s responsibility to
verily through board legal counsel that the value
adjustment board meets all of the requirements for
the organizational meeting before the board or
special magistrates hold hearings. If the board
clerk determines that any of the requirements were
not met, he or she shall contact the board legal
counsel or the chair of the board regarding such
deficiencies and cancel any scheduled hearings
until such time as the requirements arc met.

(2) The board clerk shall make petition forms
available 1o the public upon request.

(3) The board clerk shall receive and
acknowledge completed petitions and promptly
furnish a copy of all completed and timely filed
petitions to the property appraiser or tax collector.
Alternatively, the property appraiser or the tax
collector may obtain the relevant information from
the board clerk clectronically.

(4) The board clerk shall prepare a schedule of
appearances before the board based on petitions
timely filed with him or her. If the petitioner has
indicated on the petition an estimate of the amount
of time he or she will nced to present and argue
the petition, the board clerk must take this
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estimate into consideration when scheduling the
hearing.

{5) No less than 25 calendar days prior to the
day of the petitioner’s scheduled appearance
before the board, the board clerk must notify the
petitioner of the date and time scheduled for the
appearance. The board clerk shall simultaneously
notify the property appraiser or tax collector. If, on
the taxpayer’s petition, he or she requests a copy
of the property record card, the board clerk shall
obtain a copy of the property record card from the
property appraiser and provide it to the petitioner
no later than with the notice of the scheduled time
of his or her appearance.

{(6) It an incomplete petition, which includes a
petition not accompanied by the required filing
fee, is received within the time required, the board
clerk shall notify the petitioner and give the
petitioner an opportunity to complete the petition
within 10 calendar days from the date notification
is mailed. Such petition shall be timely if
completed and filed, including payment of the fee
if previously unpaid within the time frame
provided in the board clerk’s notice of incomplete
petition.

(7) In counties with a population of more than
75,000, the board clerk shall provide notification
annually to qualified individuals or their
professional associations of opportunities to serve
as special magistrates.

(8) The board clerk shall ensure public notice
of and access to all hearings. Such notice shall
contain a general description of the locations,
dates, and times hearings are being scheduled.
This notice requirement may be satisfied by
making such notice available on the board clerk’s
website. Hearings must be conducted in facilities
that are clearly identified for such purpose and are
freely accessible to the public while hearings are
being conducted. The board clerk shall assure
proper signage to identify such facilities.

{(9) The board clerk shall schedule hearings to
allow sufficient time for cvidence (o be presented
and considered and to allow for hearings to begin
at their scheduled time. The board clerk shall
advise the chair of the board if the board’s
tentative schedule for holding hearings is
insufficient to allow for proper scheduling.
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{10) The board clerk shall timely notify the
petitioner by first class mail of the decisions of the
board so that such decisions shall be issued within
20 calendar days of the last day the board is in
session pursuant to Section 194.032, F.S., and
shall otherwise notify the property appraiser or tax
collector of such decision. In counties using
special magistrates, the board clerk shall also
make available to both parties as soon as
practicable a copy of the recommended decision
of the special magistrate by mail or electronic
means. No party shall have access to decisions
prior to any other party.

(11) Afier the value adjustment board has
decided all petitions, complaints, appeals and
disputes. the board clerk shall make public notice
of the findings and results of the board in the
manner prescribed in Section 194.037. F.S.., and
by the department.

{12) The board ¢lerk is the official record
keeper for the board and shall maintain a record of
the proceedings which shall consist of:

{a) All filed documents:

{(b) A verbatim record of any hearing;

{(¢) All tangible exhibits and documentary
evidence presented;

(d) Any meeting minutes; and

(e) Any other documents or materials
presented on the record by the parties or by the
board or special magistrate.

The record shall be maintained for four years after
the final decision has been rendered by the board,
i no appeal is filed in circuit court or for five
years it an appeal is filed, or, if requested by one
of the parties. until the final disposition of any
subsequent judicial proceeding relating to the
property.

(13) The board clerk shall make available to
the public copies of all additional internal
operating procedures and forms of the board or
special magistrates described in Rule 1212-9.003,
I.A.C., and shall post any such procedures and
forms on the board clerk’s website, if any. Making
materials available on a website is sufficient:
however, provisions shall be made for persons that
have hardship. Such materials shall be consistent
with Department rules and forms.

(14) The board clerk shall provide notification
of appeals or value adjustment board petitions




