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FOREWORD

This manual summarizes the Iowa legislation relating to the duties of
county auditors and includes some procedures and forms which are used by
auditors in carrying out these duties. This particular volume does not
contain explanation of auditors' duties relating to elections; these
matters are the subject of a companion volume.

As a procedural handbook, it will serve both current and newly-elected
county auditors as a reference to the laws governing their actions, a proce-
dural guide, and a source of information. The manual is in loose-leaf form,
in order to allow for periodic updating.

The preparation of this manual was chiefly the work of Marty Roesenstein,
Research Assistant in the Institute of Public Affairs, The University of Iowa,

under the general supervision of Harry Smith, Chief of Research in the
Institute.

Special mention needs to be made to recognize the work of several county
auditors who reviewed and commented on various chapters of the manual. These
include: Roberta Burkhead, Dallas County; Beverly Anderson, Cherokee County;
Mary Kesler, Hamilton County; and Ethel West, Wright County. Dorothy Elliot,
Auditor of Story County, was the principal force for the idea of this manual.

Her inspiration and help in its planning and development are gratefully
acknowledged.

Clayton L. Ringgenberg, Director
Institute of Public Affairs

The University of Iowa

Iowa City
June, 1975
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' Chapter 1

THE OFFICE OF COUNTY AUDITOR

The purpose of this manual is to assist county auditors and their
deputies in performing the duties of the office of county auditor. The
manual describes the legal requirements and duties of the office of

county auditor and explains how these requirements and duties are to be
fulfilled.

Basics of the Office

The office of county auditor is a key location in county government.
Most of the business of county government must pass through the auditor's
office. As clerk to the board of supervisors the auditor accepts peti-
tions, registers complaints, acts on business matters, and does a host
of other duties in making county government function. In many counties,
the administration of county business falls upon the auditor who acts
under the supervision of the board of supervisors. Preparation of
county payrolls, assistance in the issuance of county indebtedness, and
management of the court house are examples of the business matters the
auditor must perform. Another major duty the auditor performs is apply-
ing the general tax levies to individual parcels of property within the
county. The auditor, as county election commissioner, supervises
elections and voter registration. These are only a few of many duties

the auditor performs. Because of these many duties the auditor's office
serves as the "hub" of county government.

Election, Removal, Vacancy

County auditors in_ Iowa are elected every four years at a general
election. (Sec. 39.1?)1 Any resignation within the four year term is
made in writing to the board of supervisors. (Sec. 69.4(4)) A county

auditor may be removed from office for any of the following reasons:
(Sec. 66,1)

1. For willful or habitual neglect or refusal to perform the
duties of the office.

2. For willful misconduct or maladministration in office.

3. For corruption.
4., For extortion.

5. Upon conviction of a felony.

6. For intoxication or upon conviction of being intoxicated.

1ﬂll references are to the Code of Iowa, 1973 unless otherwise

specified.




Before an auditor may be removed from office for any of these reasons, a
petition for removal must be filed by the attorney general, five qualified
electors, or the county attorney. The petition is filed with the district
court in accordance with procedures specified in Chapter 66 of the Code

of TIowa. The court will decide if the auditor is to be removed. (Secs.
66.3-.25)

When a vacancy occurs in the office of county auditor, the clerk of
district court takes possession of the office room, the books, papers,
and all other things pertaining to the office of county auditors. The
clerk remains in possession until a successor to the office has qualified
for office. (Sec. 69.3) A vacancy is filled by a temporary auditor
appointed by the board of supervisors. (Sec. 69.8) The appointee holds

office until the next general election, and until a successor is elected
and qualified. (Sec. 69.11)

Qualifying for Office

County auditors, like all public officers whether elected or
appointed, must qualify for the duties of their office. To "qualify"
the officer must take an oath to support the U.S. Constitution and the
Iowa Constitution, and to discharge faithfully the duties of the office.
Also to qualify the officer must give bond, if required. A detailed
description of the amount of bond, and how bonds are to be given is
discussed in the Personnel Duties section of the manual. Unless other-
wise specified by law, the officer must qualify before noon on the
second secular day in January of the first year of the term for which
the officer is elected or appointed. (Sec. 63.1) 1In case of a contested
election, the successful party must qualify within 10 days after the
decision is rendered. (Sec. 63.4) When a person is temporarily appointed
or elected to fill a vacancy, or when an incumbent is required to hold
over the office, the officer must qualify (or qualify anew) within 10 days
from the time of his or her election or appointment. Qualifying is done
in the same manner as for those originally elected. (Sec. 63.7-.9) If
sickness, inclement weather, unavoidable absence, or casualty prevent the
officer from qualifying, the officer is permitted an extra 10 days to
qualify. (Sec. 63.3)

Compensation

The annual compensation of the county auditor is determined by the
general assembly according to the size of the county's population and its
taxable valuations.? The salary formula for calculating the auditor's
annual salary may be obtained from Section 340.1 of the Code. In addition
to this annual compensation, the auditor is entitled as of January 1, 1973
te receive an additional compensation of $1,800. (Sec. 340.1 as amended
by S.F. 441, Acts of the Iowa 65th General Assembly (1973)) The board
of supervisors may also allow an additional compensation of $500 to the
auditor of a county where the district court is held in two places.

(Sec. 340.2)

2See the personnel duties for a discussion of payroll procedures.
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The county auditor is eligible for various insurance plans the county
may have for its officers. These are discussed in the Personnel Duties
section of this manual.

Deputies, Clerks, Assistants

The county auditor may, with the approval of the board of supervisors,
appoint one or more deputies or assistants who are not currently holding

a county office. The auditor is responsible for the acts of these
appointees.

The board of supervisors determines the number of deputies, assistants,
and clerks to be appointed by the auditor and approves each appointment.
The number of appointees together with each appointment must be made by a
resolution of the board, and entered into the board's minutes. (Sec. 341.1)
When the appointment has been approved by the board of supervisors, the
auditor must file a written certificate of the appointment in his or her

office to be kept with the appointment certificates of the other county
officers. (Sec. 341.2)

The county auditor may revoke the certificate of appointment of his
or her deputy, clerk, or assistant by filing a statement of the revocation
in the proper records of the auditor's office. (Sec. 341.3)

Duties of the deputy county auditor, clerk, and assistant are assigned
by the county auditor. During the absence or disability of the county
auditor, the deputy auditors are to perform the duties of the auditor.

(Sec. 341.6) First and second deputy county auditors are paid no more than
80 percent of the county auditor's salary. In a county with more than two
deputy auditors, the third and any additional deputies receive compensation
not greater than 75 percent of the auditor's salary. Salaries of clerks
and extra help are determined by the board of supervisors. (Sec. 340.4)

The county auditor may appoint temporary assistants when needed
because of the unevenness of the work of the auditor's office. The auditor
files a claim for these assistants' services with the board of supervisors

at its next regular meeting. The board must make a reasonable allowance
for these services. (Sec. 341.8)

Office Space and Supplies

The board of supervisors must furnish the auditor with an office
located in the county seat. (Sec. 332.9) The board of supervisors also
furnishes the auditor with office supplies necessary and proper to enable
the auditor to carry out the duties of the office. (Sec. 332.10)

The various state offices or agencies may also furnish the auditor
with Iowa Official Forms to be used in making reports or conducting other
business. In some Instances, the state office or agency will specify the
format for the Official Forms and require the auditor to have a private
office supply company print these forms.

Auditor to Fill Vacancies

When a vacancy occurs in the office of clerk of district court or

3



county treasurer, the county auditor is to take possession of the particu-
lar office, and its books, papers, and all things pertaining to the office.
Possession is to be held until the successor to the office qualifies,

(Sec. 69.3) 1In case of a vacancy occurring in the office of county recorder,
the county auditor is to discharge the duties of the recorder's office

until the vacancy is filled by an appointment by the board of supervisors.
(Sec. 335.1)

In instances where a county officer is suspended while a court
hearing is being arranged to determine if the officer is to be removed
from office, the board of supervisors must appoint a person to fill the
vacancy. The orders of suspensions and temporary appointments of county
and township officers are certified to the county auditor. The auditor
enters these orders of suspension and temporary appointments into the
election book. (Sec. 66.19)

Designation of Newspapers

The county auditor may designate the newspapers in which the notices
pertaining to the office of county auditor may be published. The clerk of
district court, sheriff, treasurer, and recorder may also designate the :
newspapers for publication of their notices. However, the newspaper must
be published at least once a week, be of general circulation, and be 1
published regularly and mailed through the post office for more than two
years. (Sec. 618.5) The newspaper must also have a bona fide paid circu-
lation that is recognized and designated by the postal laws of the United
States as being acceptable for publication of notices. (Sec. 618.3) The
board of supervisors must designate the newspapers in which all other
county notices and proceedings (i.e., those that do not require publication
in official newspapers) are to be published.

Combining County Offices

The duties of the county auditor may be combined with one or more of
the following county officers: sheriff, treasurer, recorder, clerk of
the district court, medical examiner, overseer of the poor, county home
steward, soldiers relief commission, director of social welfare, county
assessor, or county weed commissioner. 3 (Sec. 332.17) Before this may
occur, an election must be held to vote on the proposal. Sections 332.17
to 332.22 of the Code specify how this is to be done.

Destruction and Photocopy of Documents

The board of supervisors may order the county auditor to destroy all
duplicate tax receipts, poll tax receipts, and hunting license applications
which have been on file in the county auditor's office or treasurer's
office for more than five years. The board may also order the auditor to
destroy all assessors' books, assessment rolls, tax lists, county vouchers,
and cancelled county warrants which have been on file in the auditor's
office for more than 10 years. (Sec. 332. 1'5)

3A11 of the material in this manual assumes that the office of county
auditor has not been combined with any other county office.
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Furthermore, the county auditor may at his or her discretion make
photographic, photostatic, microfilm, microcard, or other accurately
reproduced copies of records, reports, and other papers either filed or
recorded in the auditor's office. When the copies have been properly
filed and indexed, the auditor may, on approval of a district court judge,
destroy the original records, reports, or other papers if they are more
than 10 years old. These records may also be placed in the possession of
a4 museum or historical society willing to accept them. (Sec. 343.13)

It is suggested that when the auditor secures the approval of the
board of supervisors or the district court judge to destroy any records,

that permission also be obtained to destroy the documents by some method
of recycling, if practical.

The county auditor must maintain original warrants for the disburse-
ment of funds for at least two years. (Sec. 334.7)

Clerk to Board of Supervisors

The county auditor acts as the clerk to the board of supervisors.
Many of the auditor's duties as clerk to the board are specified in the
Code and will be discussed in the following section of this manual.
However, many of the duties and services the auditor performs for the
board of supervisors are not specified by statute. What is required of
the auditor in these situations will be determined by the working relation-
ship between the county auditor and the board of supervisors. In each
county, the auditor's duty will vary depending upon this relationship. The
amount of supervision the auditor exercises over the payment of county
claims or over county office's and department's unexpended funds are only
two of the many situations where the working relationship with the board
will determine the amount of supervision the auditor is to exercise.

Auditor to Keep Record Books

The county auditor must record all of the proceedings of the board of

supervisors in the following record books which are required to be kept by
the board of supervisors.

1. Minute Book - All orders and decisions made by the board of
supervisors, except those decisions relating to highways and drainage
districts are recorded in this book. With the minute book, there is to
be an alphabetical index of the boards' proceedings. A record of allowed
claims at each session of the board of supervisors must be entered in the

minute book by reference to the claim's number as entered in the claim
register.

2. Highway Record - All proceedings and adjudications relating to

the establishment, change, or discontinuance of highways are entered in
this book.

3. Bridge Book - A record of the bridges must be kept in numerical
order in each congressional township commencing in section one, and then
numbering each bridge. The location in fractional parts of sections, the
kind of material used for substructure and supcrstructure, the length and
cost of the bridge, and dates of bridge repairs are entered in this book.

5
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A record of the repairs and charges to a bridge is also entered in the
book. Warrants drawn in payment for the erection or repair of bridges
must indicate the bridge number as shown by the bridge book.

4. Warrant Book. - Each warrant drawn on the county treasury is
assigned a number., When the warrant is issued, it must be entered in the
warrant book in the order of its issuance showing the number, date,
amount, and the name of the drawer,%

5. Claim Register - All claims filled for allowance of money from the
county treasury must be entered in the register. (Secs. 331.19 and .20) |

In addition to keeping these records the county auditor must make full 1
entries of all of the board of supervisor's resolutions and decisions on |
all questions concerning the raising of money and the payment of money |
from the county treasury. (Sec. 333.1(2)) If requested by any member of
the board of supervisors who is present at a meeting, the auditor must

record the vote of each supervisor on any question submitted to the
board. (Sec. 333.1(3))

Board Meetings

Whenever the board of supervisors is to hold a meeting, the auditor ,
should see to it that the meeting place is ready and that the documents |
needed by the board of supervisors are in the proper shape. At the W
meeting, the auditor presents the board's business that has been filed |
with the auditor. Claims will be presented for approval, petitions will
be submitted, and all other county business will be placed before the ¢
board. The auditor may have to make suggestions to the board concerning
these matters.” The board may also require the auditor to make reports
to it, under oath, on any subject connected with the duties of the auditor's
office. (Sec. 332.3(8)) After the meeting, the auditor will have to
perform the necessary follow-up details, such as issuing warrants, |
publishing notice, and forwarding reports to state agencies or local
governments. The auditor may also have to prepare any correspondence
requested by the board.

The board of supervisors is required to hold five regular meetings
each year, on the second business day in January, on the first Monday in
April, and on the second Monday in June, September, and November. In
addition, special meetings provided by law must be called. (Sec. 331.15)
The board of supervisors may, at any of its meetings, adjourn until some
future time that occurs before the next required meeting of the board.
(Op. Atty. Gen., 1938, p. 134; and Beatle v. Roberts, 156 Iowa 575 (1912),
137 N.W. 1006, Ann. Cas. B, 770 (1915)) Al1l meetings of the board of
supervisors must be held at the courthouse in the county seat (Op. Atty.
Gen., 1938, p. 134), but committee meetings are not subject to this
requirement. (State v. Naumann, 213 Iowa 418, 239 N.W. 93 (1931))

e T T R I R —

“See Disbursing County Funds for a detailed description of the warrant
book and claim register. “

5Benjamin F. Shambaugh, County Government and Administration (Iowa
City: State Historical Society of Iowa 1925) p. 85. 1
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In the event a quorum of the board of supervisors fails to appear omn
) a day set for a regular or an adjourned meeting, the county auditor must
adjourn the meeting from day to day until a quorum is present. (Sec.
331.15) The Code defines a quorum as "a majority of the board of super-
visors." When only two members of the board are present at a meeting

and they disagree on a question, the question must be continued until
there is a full board. (Sec. 331.14)

In addition to the regular and special meetings of the board of
supervisors that are required by law, special board sessions may be held
only when requested by the chairman or a majority of the board. The request
is to be in writing addressed to the county auditor. The request must fix

the date of the meeting and must specify the reason for the meeting.
(Sec. 331.16)

The auditor must immediately give notice in writing or by telephone
to each of the supervisors personally. Notice may also be given by leaving
the notice at the member's residence, at least six days before the meeting
date. The notice must state the time and place where the meeting is to
be held and the reasons for the meeting as stated in the written request.
No business can be transacted at the special session, except for the
business stated in the notice and request. (Sec. 331.17)

Publication of Board Proceedings

The proceedings of each regular, adjourned, or special meetings of
the board of supervisors and the schedule of bills allowed by the board
P' must be published immediately after each meeting of the board. It is the
duty of the county auditor to have the proceedings and schedule of bills
allowed published. The auditor must furnish a copy of the board's
proceedings to the official county newspapers within one week following
the adjournment of the board. The publication of the schedule of bills
allowed must show the name of each individual to whom the allowance 1is
made, what the bill was for, and the amount allowed by the board. However,
the names of persons receiving relief from the county poor fund must not
be published. (Sec. 349.18 as amended by H.F. 789, Sec. 28, Acts of
the Iowa 65th General Assembly (1973)) The names of persons granted relief
from the veterans affairs fund must not be published. (Sec. 250.12)

The following information is not required to be published with the
board of supervisors' proceedings: the canvass of the various elections,
as provided by law; witness fees of witnesses before the grand jury, and
in the district court in criminal cases; and the county school superintend-
ent's report. (Sec. 349.16(1)) Assessments of utility property in the
county must be published, but it would not be necessary to publish the
matter in full. (Op. Atty. Gen., 1911-1912, p. 777) The attorney general
has ruled that tables showing the length and assessed value of railroads,
telephone, telegraph, and express lines should be furnished to official
newspapers for publication. (Op. Atty. Gen., 1910, p. 233) Homestead
tax exemptions, witness fees, jury fees, and election canvasses may also
be listed in summary or abstracted form. (See Iowa Code Annotated
* section 349.16) When the county board of supervisors is acting as the
“ governing board for a drainage district, its members are not acting in the

capacity of county supervisorsj thus the governing board need not publish
its proceedings. (Op. Atty. Gen., 1942, p. 86)
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The published report must include a schedule of the receipts and expendi-
tures of the county and the current cash balance in each fund in the
treasurer's office. The total of warrants outstanding against each of the

funds as shown by the county auditor's warrant register must be included
in this published report. (Sec. 349.16(2))

The county treasurer's semiannual financial report must be published. ‘+

A synopsis of the expenditures of township trustees for road purposes
must also be published. (Sec. 349.16(4))

The financial statement of the receipts of the county home must be
published by the board of supervisors during the month of January.6
The report must meet the requirements of section 253.3 of the Code.

The cost of publishing official proceedings must not exceed three-
fifths of the legal fee that is provided for by statute for the publication
of legal notices. (Sec. 349.17) Currently, the maximum legal fee as set |
by statute is 20 cents for one insertion, 13% cents for each subsequent E
insertion, for each line of eight-point type two inches in length, or the

equivalent thereof. (Sec. 618.11) However, no official publication may be
Printed in less than five-point type. (Sec. 349.17)

-
- .

Selecting the Official Newspaper

Yearly, at the January session of the board of supervisors, the
newspapers in which the official proceedings of the board are to be pub-

lished for the ensuing year must be selected. The county auditor must
assist the board in selecting these newspapers.

papers he has delivered, or has had delivered for him, by mail or otherwise,
upon an order of the subscriber. Also, bona fide subscribers are those
subscribers whose papers are delivered by carrier regularly, or purchased
from the publisher for resale and delivery by independent carriers. Sub-
scribers must have maintained their subscription for at least six consecutive
months prior to filing of the publisher's application. (Sec. 349.7)

|
|

The number of official newspapers necessary for publishing official
proceedings of the county depends upon the population size of the county: ‘

l. In counties having less than 15,000 people, two newspapers are !

required, or if only one newspaper is published within the county, it is
sufficient.

2. In counties having less than 50,000 people but divided into two

divisions for district court purposes, two newspapers are required for each
subdivision.

This date is expected to be changed because of the switch from
calendar fiscal year to the states' fiscal year.
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3. In counties having more than 50,000 people, three newspapers are
required for each district court subdivision (not more than two newspapers
are to be published in the same city or town).

4. In all other counties three newspapers are required (not more than
two are to be published in the same city). (Sec. 349.3)

Publishers wishing to have their newspapers selected as an official
newspaper must make a written application to the board of supervisors prior
to selection time. If the board receives more applications than there are

newspapers to be selected, the board conducts a contest to determine which
papers are to be selected. (Sec. 349.4)

In cases of a contest, each contestant must deposit with the county
auditor a sealed envelope containing a verified statement from the contest-
ant showing the names of the paper's bona fide yearly subscribers living
within the county, the place where each subscriber receives the newspaper,
and the manner of delivery. The auditor opens the sealed envelopes at the
board of supervisors meeting. The publisher may also submit other evidence
of circulation. The board makes its decision according to the newspaper
with the largest number of yearly subscribers. (Sec. 349.6)

Any applicant may, within 20 days after the board has selected the
official newspaper, appeal the board's decision to the district court.
The applicant does this by filing a bond for court costs with the county
auditor. The auditor will determine the sum of the bond and will approve
the sureties. The applicant must also serve a notice of the appeal upon
each applicant whose selection he desires to contest and the county
auditor. (Sec. 349.11) The auditor immediately files with the clerk of
district court a transcript of all the proceedings before the board,
together with all the papers filed in connection with the contest and
appeal. (Secs. 349.11 and .12) No compensation is to be paid to a
publisher until the contest is finally determined. (Sec. 349.14)

Sources of Assistance

Newly elected county auditors, as well as auditors with much experi-
ence, encounter many problems while carrying out their duties. This

section of the manual describes where a county auditor can go for help in
solving problems.

With the term of office of the county auditor being staggered from
the term of offices of the county treasurer and recorder, the auditor may
turn to these experienced officers for technical assistance. Also the
auditor's own deputies may be able to offer assistance based upon their

past experiences. Deputies may also have acquired special insights to
county problems occurring in their assigned work duties.

The county attorney must give his or her opinion in writing to the
county auditor when the auditor so requests an opinion upon matters the
county may have an interest in. (Sec. 336.2(7))

A major source of assistance to a county auditor is advice and help
from other county auditors. These auditors have faced and are confronted
with many of the same problems a newly elected auditor encounters. Also,

9
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many auditors may have discovered an efficient method of conducting county
+‘

business which they may share with other auditors.

The Iowa State Association of Counties (ISAC) offers varied service |
Programs to counties and their officers. Some of these services are:

l. Bulletins on urgent matters.

2. Research on individual requests for information.
3. Legislative assistance.

4. Developing model programs,

5. Expansion of manuals for county officers,

6. Establishment of select committees to study ways of improving
government.

/7. Aid in processing applications for federal or state funds (if
desired), and acquiring surplus federal equipment,

8. Association-wide group insurance Programs to reduce premiums to i
officers and counties. !

9. Assistance in recruitment of technical personnel.

10. Association sponsored health care plans.
l1. Association sponsored life insurance program.

In addition, ISAC publishes The County Magazine which contains up-to-date
Information on matters concerning county government.

The Auditors Association as an ISAC affiliate holds an annual meeting
and conducts various training programs. ISAC and Auditors Association are
divided up into six districts. These districts also hold meetings, conduct
various training programs, and provide other assistance.

S -

The Institute of Public Affairs at TPhe University of Iowa offers
a variety of information through training courses, pamphlets, and confer-
ences. Personnel training and development courses are also available.

uniform employee classification, collective bargaining, and other areas
of county government.




the Department of Social Services, and the Attorney General's Office.
When the county auditor encounters any problems involving any of these

state agencies, the agency should be contacted to determine the correct
solution to the problem.

New Laws

It is extremely important that the county auditors keep themselves
informed of changes in the law. Volumes I and II of the Code of Iowa
usually do not include the laws that were passed by the most recent
session of the Iowa General Assembly. Therefore, auditors must always
check the supplements to the Code and the Iowa Code Annotated to be sure
that no laws were passed subsequent to the publishing of Volumes I and
IT. County auditors must also keep themselves informed of recent
attorney general opinions and supreme court rulings.

11



CHAPTER 2 =3 BUDGETIHG & = ® ®» ®» =& = ® © =

State Appeal Board and Budget Forms . . .
County Departmental Budget Estimates., . .
Distribution of Budget Work Sheets., . .
Estimates Submitted . . . . . . &« « « &
Compilation of Departmental Estimates .
Powers of the Board of Supervisors. . .
Certification of County and Other Taxing
Districts Budget Estimates. . . . . . . .
Budget Estimate Requirements. . . . . .
Cagll "REGEPVES S S0 9 % o 5 o @ 5 a9 =
Filing Estimates and Publishing Notice,
Budget HearIng, . o % & = = % o & = s &
BLEEcEs Of AdOpEIOn & o v o = 5 s 5 s o
BEIMergonCV i LeVY Sl Al e e e = e w5 o s
Entering Bond Levies for Collection . . .
Processing Certified Budgets, . . . . . .
County Budget Appropriations. . . . . . .
Proposed Expenditure Estimate Required.
Appropriations Resolution . . . . . . .
voneingent Fanad " 2 v 2 & e s o o & 5 s s
Supplemental Appropriation. . . . . . .
Appropriation Transfers; Intra-Office.
Appropriation Transfers; Intexr-Office.
Altering the Budget . ¢ « o = = = o =« = .o
AMENCAMENTHRS o . ¢ o & G 5 = =0 % o w8 e
APREALS el s e e e e e s e e e
Supplemental Bond Estimates . . . . . .
franster of FUngs | o 6 & & o o o &« & '
Emergency Fults & s & s = » o 9 & & s
Inderrve MMmas.| o e wls s e s s s s
AECAVE EUNAS,. o o o s & lw o w o o s s
BONCA FEUNAHL 5. & 5 & = o > e w8 e e
Domestic Animal Fund, . . . . . . . .
REBVENUE SHAYENG 5 5 ¢ ¢ % » o = o & » <
BUGGEEING & & & % ¥ 5 s '3 & & o' & &
REPOLCEBNS S A & & o 5 & % & 3 & & & =
Priority Expenditures . . . . . . . . .
Auditing of Entitlement Funds . . . . .

13

13
14
14
14
14
14

15
1S
15
15
16
16
16
17
1 lig
18
18
18

19
19
19
20
20
20
20
21
21
21
21
<l
21

22
23

24



Chapter 2

BUDGETING *

The county auditor compiles the annual county budget, receives certified
budgets from the taxing districts within the county, and forwards various
information to the State Appeal Board.

Chapter 24 of the Code, Local Budget Law, describes the method by
which local budgets are to be estimated, certified, and levied. The law
creates two taxing boards: (1) a certifying board consisting of the officers
of a county, city, school district, area vocational and community colleges,
or any other public body that has the power to certify taxes, and (2) a
levying board consisting of the board of supervisors or any other govern-
mental unit that has the power to levy a tax. (Sec. 24.1 and Op. Atty.
Gen., Sept. 7, 1966.) When preparing the annual county budget, the board
of supervisors serves as a certifying and a levying board. For the other
units of government within the county that can on.y certify taxes, the
board of supervisors acts as a levying board. The assessment conference
board, the county agriculture extension district, the board of trustees
of a county hospital, cities, schools, and area vocational schools or
colleges, are all political units that certify taxes to the board of
supervisors for levying. County conservation boards are not cextifying

boards and need not hold hearing pursuant to local budget law. (Op. Atty.
Gen., June 28, 1962.)

state Appeal Board and Budget Forms

The State Appeal Board, composed of the state auditor, the state
comptroller, and the state treasurer, is responsible for adminstering
Ch. 24, Local Budget Law. To carry out its responsibilities the board
exercises general supervision over the local certifying and levying boards.
If any problems or questions should arise concerning budgeting law or
procedure the board should be consulted. Contact with the board is made
through the state comptroller who is the secretary to the board. The
board prescribes all of the rules, instructions, forms, and schedules
necessary for carrying out the budget law. (Secs. 24.23 and .26)

While the board prescribes the format for the budget forms and
schedules, it is the county auditor who assumes the responsibility for
purchasing these forms from private office suppliers and then disbursing
them to all of the certifying and levying boards in the county. These
expenses must be paid out of the general fund of each respective taxing
district. (Sec. 24.16) The county should bill each district for the

cost of the budget forms. The cost of the county's forms is paid out of
the county general fund.

*NOTE: Throughout this chapter, numerous state budget forms are
mentioned by number/e.g. Iowa Official Form No. 634. At the time of
printing this manual these forms were being revised, so it was not possible
to include them. Auditors should contact Mr. Howard Snock, State
Comptroller's office for information on the appropriate budget forms.
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County Departmental Budget Estimates
l‘

Distribution Budget Work Sheets

The formal preparation of the county budget starts when the county
auditor distributes the budget work sheet, (Iowa Official Form No.701),
to the county offices and departments. Prior to distributing these sheets
the auditor completes all of the columns except for the proposed expenditure
column. These sheets should be distributed as soon as possible so that
the county departments and offices may enter their budget estimate prior
to the January 1 filing date. (Sec. 24.5)

Estimates Submitted

On or before January 1 each officer or board having charge of any
county office or department must prepare and submit its budget estimate
(the completed budget work sheet) to the county auditor. The estimate
must contain the following information: (1) an estimate of the actual
expenditures of the office or department for the current fiscal year,

(2) a statement of the requested expenditures to be budgeted for the office
in the next fiscal year, (3) an estimate of the revenue the office will
collect for the county in the current fiscal year (property taxes are not
to be included), and (4) a similar estimate of revenues that will be
collected in the next fiscal year. These estimates and statements must

be itemized in the same manner as the various expenditures and revenues

are itemized in the records kept by the county auditor. (Sec. 24.25(1))

Compilation of Departmental Estimates 4¢

The auditor has 20 days (on or before January 20) to compile the
office and departmental estimates and submit them to the board of super-
visors. The compilation is to be in as much detail as the department and
office estimates and must include the itemized expenditures and revenues
for the two yvears preceding the current fiscal year. An estimate of the
cash balances of each county fund at the end of the current year must also
be included. (Sec. 24.25(2) as amended by H.F. 1028, Acts, 65th Iowa |
General Assembly, 2nd Sess, (1974))

Powers of the Board of Supervisors f

The board of supervisors has the authority to consult with any county
office or board corcerning the budget estimate and request and may adjust
any budget estimate or request as it sees fit, prior to the publishing of l
the county estimate. (Sec. 24.25(3))The board of supervisors reviews the .
departmental estimates at its budget work sessions. Depending upon the
preference of the board of supervisors, it will either hold these work
sessions prior to January 10 when the county estimate is due or after
January 10 when the estimate has been compiled by the auditor.

When the board has reached its final decision on what the county's .
budget estimate will be, the county auditor must fill in and complete
Iowa Official Form No. 634 - "County Budget Estimate" and supporting
schedules; 634-A "Supplemental Detail"™ and 634-B "General Fund Breakdown."
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Certification of County and Other Taxing
Districts' Budget Estimates

The rest of this Chapter is applicable to the budgeting require-
ments of both the county and the other local certifying districts.

Budget Estimate Requirements

The amount of money to be raised in the budget estimate by property
taxation in the next fiscal year is the difference between the receipt
estimates from all sources other than taxation, less the estimated expend-
itures for all purposes including the emergency funds. (Sec. 24.8)

The budget estimate must show the number of dollars of taxation
raised for each 1,000 dollars of assessed valuations. Also the budget
estimate is required to be fully itemized and classied for each particular
Class of proposed expenditure. The State Appeal Board will provide more

precise instructions on how the information is to be classified and
listed. (Sec. 24.5)

Finally, no taxing district may certify or levy any property tax
until the following estimates have been made, filed, and considered:
(1) each fund's estimated income from sources other than taxation, (2)
the estimated amount of money to be raised by taxation for each fund,
(3) each fund's estimated expenditures for the next fiscal year, and

(4) a comparision of the amount to be expended in the preceding two
vears for like purposes. (Sec. 24.3)

Cash Reserve

The State Appeal Board has included in the budget estimate and
its supporting schedule a column for "estimated cash reserve."l This
column is provided to help the county overcome its cash flow problems
where taxes are levied in the beginning of a fiscal year but not
collected until a later date. It is a good budget practice to have
the board of supervisors meet with the county auditor, treasurer, and
other appropriate county officers, to jointly decide upon the amount
necessary for a cash reserve for each of the county funds. By setting
aside the proper amount for the county's budget estimate will show the
actual expenditure needs of the county for the coming fiscal year.
This will allow the column for estimated balance and other receipts to
reflect amore realiststic value. However, when a cash reserve is set

aside, it may not be expended because the amount is not -a budgeted
expenditure,.

Filing Estimates and Publishing Notice

At least 20 days before the levying board is required by law to
levy the taxes, each taxing district must file its budget estimate with
its respective secretary or clerk. For the county budget estimate the
board of supervisors must file this estimate with the auditor by February
15. (Sec. 24.9) This estimate is on Iowa Official Form No. 634 which
the auditor and the board of supervisors have already completed.

Liowa Official Forms No. 634 County Budget and 634-A Supplemental
Detail.
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The certifying board fixes a date for holding the budget hearing.
The auditor or the local clerk has the budget estimate published along
with any annual levies previously authorized for the payment of bonds.
Included with the publication will be a notice of the time and place
of the budget hearing. The hearing notice must be published at least
10, but not less than 20, days before the hearing is to be held. (Sec.
24.9) In order that the budget estimate be published 10 days prior to
the budget hearing, the auditor must file the estimate with the news-
paper prior to the newpaper's advertisement publishing deadline.

The county budget estimate must be published in the official county
papers. (See Clerk to Board of Supervisors.) For the other certifying
boards, publication of the notice must be in a newspaper within the
district, or, if no newspaper exists within the district, publication
must be in a newspaper of general circulation. When there is less than
200 people in the district, the estimates may be posted in three public
places in lieu of publication. (Sec. 24.9)

Verified proof of the publication of budget hearing notices must
be filed with the county auditor and preserved by him or her. No levy

is valid unless or until such notice is both published and filed. (Sec.
24.10)

The costs of publishing the notice for the budget hearing and the

actual and necessary expenses of preparing the budget are to be paid
out of each taxing body's general fund. (Sec. 24.16)

Budget Hearing

The certifying board meets at the time and place specified in the
notice and conducts the hearing. At the hearing any person who would
be subject to the tax levy must be heard. At the conclusion of the
hearing the certifying board renders its decision which is entered on
the board's records in the manner and form prescribed by the State
Appeal Board. The decision of the certifying board is then certified
to the levying board which enters the necessary tax levies on the
current assessments and tax roles. (Sec. 24.12) The board of super-
visors at its March session levies the taxes upon the assessed value
of the taxable property in the county for the ordinary county revenue
and the election expense fund. (Sec. 444 .9) The board of sSupervisors

also levies the optional county taxes and the other taxes which it is
required to levy at this time.

Effects of Adoption

It 1s a general rule that no greater tax than the tax entered upon
record may be levied or collected in ithe fiscal year and no greater tax
expenditure may be made for any specific purpose than the amount budgeted
(for exceptions see Tuck Law). However, taxes that are approved by a
vote of the people may be levied in excess of the published budget

amount, but those taxes may not exceed the limitation imposed by law.
(Secs. 24.14-.15)

Emergency Levy

Taxing districts may include in the budget an estimate for an
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emergency fund. The fund is not to exceed one mill and must be approved
by the State Appeal board prior to levying. (Sec. 24.6 as amended by
S.F. 1272, Acts, 65th Iowa General Assembly, 2nd Sess. (1974))

Entering Bond Levies For Collection

Before counties, cities, or school districts may issue general
obligation bonds, the governing authority of these political subdivi-
sions must, by resolution, provide for the assessment of an annual levy
upon all the taxable property in the public corporation sufficient to
pay the interest and principal of such bonds within a period not to
exceed 20 years. A certified copy of this resolution must be filed with

the county auditor or auditors if the public corporation encompassess
more than one county. (Sec. 76.2)

The filing of this resolution makes it a duty of the county auditor
to annually enter this levy for collection until funds are realized to
pay the bonds in full. (Sec. 76.2) After receiving the political sub-
division's certified budget estimate, the county auditor must check to
make sure that the levy for each issue of general obligation bonds matches
the political subdivision's budget asking. If the budget askings do
not match each bond levy, the auditor returns the budget to the political

subdivision for correction. If there are no errors, the auditor enters
the annual levy.

If the bond resolution is filed prior to April 1, the annual levy
begins with the tax levy of the year of filing. If the resolution is
filed after April 1, the levy begins with the levy of the fiscal year
succeeding the filing of the resolution. (Sec. 76.2 as amended by S.F.
1120, Acts, 65th Iowa General Assembly, 2nd Sess. (1974))

For the sole purpose of computing the amount of bonds that may be
issued under the tax limitations imposed by law, all interest on the
bonds in excess of that accruing in the first 12 months may be excluded
for the first annual levy of taxes. This is done so that the need for
including more than one year's interest in the first annual levy of
taxes to pay thecbonds and interest do not operate to further restrict
the amount of bonds which may be issued. When certifying the annual
levies to the county auditor the first annual levy of taxes must be
sufficient to pay the principal and interest of the bonds becoming due
prior to the next succeeding annual levy. The auditor must enter for
collection the full amount of the first annual levy. (Sec. 76.3)

Processing_Certified Budgets

The chairman of the certifying board or levying board, as the case
may be, must certify in duplicate his or her unit of government's budget
to the county auditor not later than March 2.2 (Sec. 24.17 as amended
by H.F. 1028, Acts, 65th Iowa General Assembly, 2nd Sess. (1974)) The
auditor should review the budget estimate to make sure that it complies

The budgets of local school districts, however, must be certified
not later than February 15.
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with all the legal requirements (see above), and that the mathematical
computations are correct. If any errors are discovered the auditor "
should return the budget estimate to the local certifying or levying

board for correction. If no errors are found the auditor places the

valuations on the budget certificate and computes the millage rate*

The auditor then files one copy of the certified or levied budget
in his office and must certify the other copy to the State Appeal Board.
(Sec. 24.17) Before forwarding copies of the local budget to the State
Appeal Board, the auditor must prepare a summary of each budget showing
the condition of the various funds for the fiscal year, including the
adopted budget. This summary is to be printed as part of the county
auditor's annual financial report. (See Annual Financial Report.) One
copy of the funds summaries must be certified to the State Appeal Board
on Iowa Official Form No. 666. (Sec. 24.18)

If the State Appeal Board finds any errors or violations of the
law in the certified budgets it will return them to the county auditor

for correction before the taxes are entered on the tax lists.

County Budget Appropriations

As part of the budgeting function, the board of supervisors must
appropriate the county's budget to the different county offices and
departments and designate from which funds they are to be derived. The
county auditor must record these appropriations and keep records of the
expenditures of the county officers and departments. These records will
provide the information for the quarterly unexpended balance reports
that the auditor is required to make. (See Quarterly Unexpended Balance
Reports and Sec. 344.7.) The auditor should supervise these appropria-
tions to make sure that the county offices and departments do not over-
expend their appropriations. Futhermore, it is unlawful for any county
official, whose office expenditures come under the provision of Chapter
344 - County Budget, to authorize the expenditure of a sum for his/her
department larger than the amount appropriated by the board of super-
visors. (Sec. 344.10) Also the total amount appropriated from any
fund may not exceed the anticipated receipts of that fund. (Sec. 344.4)

i
t

Proposed Expenditure Estimate Required i

Prior to the close of the fiscal year (on or before June 30) the
county auditor and each elective or appointive officer of the county g
having charge of any county office must prepare and submit to the board
of supervisors a detailed estimate of the proposed expenditures of the j
office or department for the following fiscal year. The expenditures
are to be itemized in the same manner as the department's or office's
expenditures are itemized on the auditor's records. If any of the
estimated expenditures show an increase over those for the current year,
the officer must submit a written statement of the reason for the in-
crease. (Sec. 344.1)

Appropriations Resolution

On or before July 31, the board of supervisors appropriates, by
resolution, such amounts as are deemed necessary for each of the different

* = = - : : .
However, all school millage rates are computed by the state auditor's
office.
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county offices and departments for the ensuing fiscal year. The board

must specify from which of the county funds the appropriations are to be
derived. (Sec. 344.2 as amended by H.F. 1028, 65th Iowa General Assembly,
2nd Sess. (1974)) The resolution of appropriations must list, in three
separate columns and opposite each separate appropriation item the itemized
expenditure of each county office or department for each of the two preceding
years. (Sec. 344.4) The resolution must also contain an itemized statement
of the anticipated receipts to each county fund for the current fiscal

year, together with a statement of any balance carried over in any of the
county funds from the preceding year. Finally, the resolution must contain
in two columns and opposite each item of anticipated receipts, the actual
receipts collected during each of the two preceding years. (Sec. 344.5)

Contingent Fund

The board of supervisors may appropriate to a contingent account for
one or each of the county funds, a sum which may be spent for purposes which
could not be anticipated at the beginning of the fiscal year. The contingent

appropriation together with the other appropriations must not exceed the
anticipated revenues. (Sec. 344.3)

Supplemental Appropriation

If it has been determined during the course of the fiscal year that
the actual receipts of any county fund will be larger than anticipated in
the original resolution of appropriation, the board of supervisors may
make a supplementary resolution appropriating the excess sums to any county
office or offices supported by the fund. No supplementary appropriation
can be made unless it is shown that the county office or offices has a
specific need for the fund. The supplementary appropriation must clearly
state the amount collected into the augmented county fund in excess of the
amount estimated in the general resolution of appropriation. (Sec. 344.6)

gEE:QE;iation Transfers; Intra-Office

In the event that any office has exceeded, or may find it necessary
to exceed, the amount of its appropriations in a particular account the
board of supervisors may, by resolution, authorize appropriations on
transfer. The transfer may only transfer any portion of one or more accounts'

unexpended balances to any other appropriation account of that office.
(Sec. 344.8)

Appropriation Transfers; Inter-Office

In the event it is found necessary for an office or department to
spend an amount in excess of its original appropriations, the board of
| supervisors, by resolution, may authorize a transfer of a portion of the
appropriation balance of one office or department, or contingent account
r of another office or department. However, the funds transferred must

be derived from the same tax fund and the transfer may not violate
existing statute. (Sec. 344.9)




Altering the Budget 6

Amendments

Budget estimates that have been adopted and certified may be amended
and increased as the need arises. The amendments to the budget estimate
are filed and published in the same manner as the original budget
estimate. (Sec. 24.9) The two situations which require budget amend-
ments are: (1) to expend unappropriated cash balances that were not |
included in the budget estimate and (2) to expend unappropriated cash
that became available during the budget's fiscal year from sources other .
than taxation which were not included in the budget estimate.

Appeals ;

Protests to the proposed budget must be filed with the county auditor |
not later than the first Tuesday in April. The number of people necessary
to appeal the budget must equal at least one-fourth of one percent of
total persons in the affected taxing district who voted for the office of
governor at the last general election (in no event less than 10 persons).
At least three of these persons must have filed a joint written objection
at or before the budget hearing. The appeal must state the objections to
the budget, expenditure, or tax levy and the grounds for the objection.

e

Upon the filing of the protest, the county auditor must immediately |
prepare a true and complete copy of the protest together with the budget, |
proposed tax levy, or expenditure of the affected taxing district and
send the information to the State Appeal Board. A copy of the protest
must also be sent to the appropriate certifying or levying board. (Sec. .
24.27 as amended by H.F. 1028, Acts, 65th Iowa General Assembly, 2nd
Sess. (1974))

The State Appeal Board then holds a hearing in accordance with the
rules and procedures specified by them and the Code of Iowa. The board
has the power and authority to approve, disapprove, or reduce the expendi-
tures or tax levies that have been appealed, but they may not increase the
affected budget expenditure, tax levy, or assessment. (Secs. 24.28-.31)

After the hearing is held the State Appeal Board must certify its
decision to the county auditor. The auditor must then correct the
record in accordance with the board's decision, and the levying board
must make a levy in accordance with the board's decision. The auditor
must immediately notify the people who made the appeal and the affected
certifying or levying boards of the State Appeal Board's decision.
Final disposition of appeals before the State Appeal Board must be made
on or before April 15 of each year. (Sec. 24.32)

Supplemental Bond Estimates :

Supplemental bond estimates may be made for particular funds after
the regular budget is adopted. The estimates may be considered and made
at any time by filing and giving notice in the manner described for the h
regular budget estimate. (Sec. 24.7) Supplemental estimates made under
this section are for levies of taxes for bonds issued after the reqular
budget 1s adopted.

A
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Transfer of Funds

Emergency Fund - Transfers of money may be made from the emergency
fund to any other fund of the county for the purpose of meeting deficiencies
in any county fund arising from any cause. However, the transfer can only
be made upon the written approval of the State Appeal Board, and then only
if the approval is requested by a two-thirds majority vote of the board of
supervisors. Approval may be granted by the State Board upon an application
approved by a two-thirds vote of the board of supervisors of a county to
use this fund for the purpose of matching funds from federal programs.

(Sec. 24.6 as amended by S.F. 1272, Acts, 65th Iowa General Assembly,
2nd Sess. (1974))

Inactive Funds - Whenever a fund becomes inactive, the remaining
balance may be transferred to other county funds by the board of supervisors.
If other provisions have been made that specify what is to be done with
the balance of inactive funds, those provisions are controlling. (Sec. 24.22)

Active Funds - The board of supervisors with the approval of the State
Appeal Board may temporarily or permanently transfer money from one county
fund to another. However, several of the active funds in the county may be
used only in connection with the purpose for which they are raised, so that
no transfer of these funds may be made. These include the secondary road
fund, tuberculosis eradication fund, and funds levied for bond retirement.
No transfer can be made to the poor fund unless there is a shortage in

the poor fund after the maximum permissible levy has been made for that
fund. (Sec. 24.22)

The State Appeal Board will determine how the transferred money is to
be returned. However, it is not necessary to return funds to the emergency
fund, or to any other fund no longer requiring the money to be returned.
(Sec. 24.22) Iowa Official Form No. 15H-698 is used for permanent transfer
applications, and Form No. 15H-640A is used for temporary transfer applications.

Bond Funds - Bond funds are to be kept separate from other funds unless:
(1) there remains any money in the bond fund after the bonds and interest
have been paid, or (2) there is any excess remaining from the proceeds of
a county bond issue voted by the people after the issue has been retired.
In the first instance the board of supervisors, by resolution, transfers
the money to the particular fund or funds on account of which the indebtedness

arose and in the second case to the county general fund. (Secs. 346.12,
.14, and .1l5)

Domestic Animal Fund - On July 1 of each year the county auditor certifies
to the county treasurer an itemized list of all of the warrants issued
during the preceding fiscal year on the domestic animal fund, except for
warrants issued to pay the assessor's fees. If the fund is insufficient
to pay all of the warrants the treasurer pro rates the amount paid. (352.5 as
amended by Ch. 1020, Laws, 64th Iowa General Assembly, 2nd Sess. (1972))

If the domestic animal fund exceeds 500 dollars after the warrants
for damages to domestic animals or fowls have been paid, the board of supervisors
may transfer the excess to the county general fund, or it may use the excess
to pay claims of an organized society for the prevention of cruelty to
animals within the county for the care, keep, and maintenance of abandoned
or injured domestic animals or fowls. If within the five years following
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the transfer the amount in the domestic animal fund is insufficient in

any one year to pay all of the allowed claims, the board must transfer from
the county's general fund to the domestic animal fund an amount sufficient
to pay the unpaid portion of the claims. However, the amount may not exceed
the amount of money originally transferred. (Sec. 352.6)

Revenue Sharing

Because the State and Local Fiscal Assistance Act of 1972 - Public
Law 92-512 (Revenue Sharing) is still new and in a state of evolution, the
county auditor's revenue sharing duties are constantly changing. The auditor's
most important duty is to stay abreast of these changes so that he or she
may advise the board of supervisors of what is required of it, and at the
same time make sure that the county's entitlement funds are properly accounted
for and expended. The U.S. Department of the Treasury's Office of Revenue
Sharing provides county auditors with new regulations and requirements
relevant to the local revenue sharing Act. Any revenue sharing problems
or questions should be directed to that office or to Iowa's comptroller's
or auditor's office.

The following discussion is a brief synopsis of the major features
and requirements of the federal revenue sharing Act. For full details,
the reader should go directly to Title I of the State and Local Fiscal
Assistance Act 1972 - Public Law 92-512, and the Federal Revenue Sharing
Regulations governing the Act.

Budgeting

While there are no specific federal revenue sharing provisions in
the Code of Iowa, the Code of Federal Regulations specifies that the recipient
government receiving entitlement funds under the Act must: "Provide for
the expenditure of entitlement funds in accordance with laws and procedures
applicable to the expenditure of its own funds." (Federal Revenue Sharing
Requlations, Sec. 51.40(c)) The Local Budget Review Division of the state
comptroller's office recommends that revenue sharing funds be considered
as non-tax income and budgeted through the regular applicable county funds
in accordance with procedures set out in Chapter 24 of the Code of Iowa
(Local Budget Law).

The county must use, obligate, or appropriate the revenue sharing
funds (including any interest earned thereon while in a trust fund) within
24 months from the end of the entitlement period to which the check is
applied. However, special approval may be obtained from the secretary of
the Office of Revenue Sharing for a longer time period within which the
funds may be utilized. (Federal Revenue Sharing Regulations, Sec. 51.40(b))

The county must establish a trust fund and deposit all
entitlement funds received and all interest earned thereon in that

3The Office of Revenue Sharing has distributed a loose-leaf pamphlet,
"Audit Guide and Standards for Revenue Sharing Recipients,"” that will
assist the county auditor in keeping proper records of entitlement funds
for audit purposes. Copies of this "Audit Guide" and its updates may be
obtained from the Office of Revenue Sharing.
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trust fund. The trust fund may be established on the books and records

as a separate set of accounts, or a separate bank account may be established.
(Federal Revenue Sharing Regulations, Sec. 51.40(a))

ReEorts

Counties receiving federal revenue sharing funds are required by the
Act to submit various reports to the secretary of the Office of Revenue
Sharing. The secretary will provide the forms on which the reports are to
be made. If a county expects to receive revenue sharing funds, it must
submit a report of the specific amounts and purposes for which it plans
to spend the funds it expects to receive for an entitlement period.
This report is known as a "planned Use Report" and must be filed prior
to the beginning of an entitlemsnt period. (Federal Revenue Sharing
Regulations, Sec. 51l.11 (a)) Also, the county must submit an “"Actual
Use Report; Status of Trust Fund" report to the secretary. This is an
annual report of the amounts and purposes for which such funds have been
spent or otherwise transferred from a trust fund during the reporting
period and shows the status of the trust fund including its balance as
of June 30. The report must be filed with the secretary on or before
September 1 of each calendar year. (Federal Revenue Sharing Regulations,
Sec. 51.11 (b)) A oopy of each of these reports must be published in a
newspaper prior to the filing of the report with the secretary. The
newspaper must meet the requirements of Federal Revenue Sharing Regulation
51.13. Each recipient government must also advise the news media of the
publication of these reports and make copies of the reports available
for public inspection. (Federal Revenue Sharing Regulations, Sec. 51.13)

The Act also requires the recipient government to make such annual and
interim reports to the secretary as this official may reasonably require.
(Public Law 92-512, Sec. 123 (c)) Also, recipient governments must comply
promptly with requésts by the Bureau of the Census or the secretary
for data and information relevant to the determination of entitlement
allocations. (Federal Revenue Sharing Regulations, Sec. 51.14)

The chairman of the koard of supervisors is required to certify to
the secretary that no entitlement funds have been used in violation of
the matching fund provisions and that funds have been used only for priority
expenditures. (Federal Revenue Sharing Regulations, Sec. 51.12)

Priority Expenditures

Funds received by the county under the revenue sharing Act may be
used only for priority expenditures. Priority expenditures mean only:

l. Ordinary and necessary maintenance and operating expenses for:

a. Public safety (including law enforcement, fire protection,
[ and building code enforcement)

4Entitlement periods are (1) the period beginning January 1, 1972, and
ending June 30, 1972; (2) the period beginning July 1, 1972, and ending
December 31, 1972; (3) the period beginning January 1, 1973, and ending
June 30, 1973; (4) the one-year periods beginning on July of 1973, 1974, and
1975; and (5) the period beginning July 1, 1976, and ending December 31,1976.
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b. Environmental protection (including sewage disposal, sanitation,
and pollution abatement)

c. Public transportion (including transit systems and streets
and roads)

d. Health

e. Recreation

f. Libraries

g. Social services for the poor or aged

h. Financial administration

2. Ordinary and necessary capital expenditures authorized by law.

(Public Law 92-512, Sec. 103(a), and Federal Revenue Sharing Regulations,
Sec. 51.31.) Entitlement funds may not be used directly or indirectly
as a contribution to obtain any federal funds (matching funds) undex any

federal programs. (Federal Revenue Sharing Regulations, Sec. 51.31)

Auditing of Entitlement Funds

The secretary of the Office of Revenue Sharing states that: "it is
the intention of the Secretary to rely to the maximum extent possible on
audits of recipient governments by State and local government auditors
and independent public accounts." (Federal Revenue Sharing Regulations,
Sec. 51.41(c)) The secretary's audit requirements are set forth in the
pamphlet, "Audit Guide and Standards for Revenue Sharing Recipients.”

The Federal Revenue Sharing Requlations require that the recipient
government must maintain its fiscal accounts in a manner sufficient to:

1. Permit the reports required by the secretary to be prepared therefrom

2. Document compliance with the matching funds certification

3. Permit the tracing of entitlement funds to a level of expenditure

adequate to establish that such funds have not been used in violation
of the restrictions and prohibitions of this part.

(Federal Revenue Sharing Regualtions, Sec. 51.40(d))

When dealing with revenue sharing funds the county auditor should
establish a clear audit trail for the state auditors to follow. To
accomplish this, the county auditor should indicate on all claims involving
revenue sharing funds that they are paid with revenue sharing money.
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Chapter 3

PREPARING THE TAX LISTS

Part A
GENERAL PROPERTY TAX LISTS

The county auditor's duty in the collection of the uniform general
property tax levies in the county is to prepare the tax list. The tax
list is a book ©of record in which all &f the assessed property valuations
in the county for the current fiscal year are matched against the next
year's general property tax levies for each and every taxing district in
the county. When certified to the county treasurer the tax list serves
as sufficient authority for the treasurer to collect the property taxes
levied on the assessed property valuations in the county. (Secs. 443.2, .4)

Tax List Reguirements

Before July 1 the county auditor must complete the tax list and
deliver it to the county treasurer. The tax list must be properly
ruled and headed, providing separate columns for:. the-names of tax-
payers, a legal description of the property taxed, the size and value
of the property taxed, the value of the taxpayer's personal property,
the allowed credits and exemptions, a description of the tax, a column
showing the payment of the tax, and a column for tax sales headed "sold
in." The auditor completes the tax list by entering the amount of each
installment due and the total of both installments. (Secs. 443.2, 445.1

as amended by S.F. 1272, Acts, 65th Iowa General Assembly, 2nd Sess.
(1974))

When making up the tax list the auditor must designate each piece
or parcel of real estate that was sold to pay for delinquent taxes.

This is done by writing the year of the sale in the tax list under the
column headed "sold in." (Sec. 446.1)

Assessments

Certification of Assessments

The Code requires all assessors and assessing bodies, including
the Department of Revenue, to certify all of the actual and assessed
property values (as finally equalized and determined) in the county to

the county auditor. (Secs. 428,29 and 441.45) This information is to
be transcribed onto the tax lists. (Sec. 443.21)

Property Transfers

When transcribing the assessments onto the tax list the auditor
must correct all of the up-to-date property transfers as shown by his
or her property transfer book. (Sec. 443.3) Any additional corrections
made after the final tax lists have been prepared are recorded by issuing
an auditor's certificate of adjustment.
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Utilities

The property valuations of utility companies are assessed by the
director of Revenue. On or before the third Monday in August the
director of Revenue is required to certify to each county auditor the
valuations fixed for utility property assessments for each and every tax-
ing district in the county. (Sec. 428.29) Before the first board of
supervisors' meeting following certification, the auditor breaks down the
assessments according to the various taxing districts. The breakdown is
then presented to the board of supervisors for entrance into the minutes.
The board makes out an order stating that the utility's assessments are
to be collected and disposed of as regular taxes. The county auditor
immediately transmits a copy of this order, including the auditor's
breakdown, to the taxing districts in which the utility operates. (Secs.
433.8-.11, 434.17 and .20-.23, 436.9-.11, 437.9-.13, and 438.13-.16)

For express companies only the auditor must add to the board of super-

visors' order, the assessed value of real estate, buildings, machinery,
fixtures, appliances, and personal property not used exclusively in the
conduct of the business. (Sec. 436.11)

Plat Book

Prior to the time of assessing property, the county auditor must
furnish each assessor in the county the plat book on which the lands
and lots of the assessor's district are platted. For each subdivision
the plat book shows (written in either ink or pencil) the name of owner,
the number of acres or the distance of the boundary lines, and the number
of acres to be deducted for the railroads, roads, and drainage improve-
ments right-of-ways. (Sec. 441.29)

Real Estate Index

To simplify the flow of information between the county auditor and
the assessors, the auditor, with approval of the board of supervisors,
may establish a real estate number system with related tax maps. This
system is to be used for all real estate tax administration purposes
including assessment, levy, and collection of taxes. The number system
is to describe real estate by township, section, quarter section, block
series, and parcel. Alongwith this system the auditor must prepare and
maintain permanent real estate index number tax maps which show the
index numbers. Finally, the auditor must prepare and maintaln Cross
indexes of the index numbers to the legal description of the land. (Sec.
441.29)

Computation of Local Tax Rates

Certification of Budgets

In all taxing districts where either the people or the officers are
authorized to determine a rate of taxation, that rate is to be estimated
and based upon the adjusted property valuations of the district for
the preceding fiscal year. The officer of the taxing district whose

1 AN : ; .
For a description of the auditor's duty for entering bond levies
for collection see Entering Bond Levies for Collection.
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duty it is to certify his district's tax needs to the county auditor,
must compute upon the preceding year's adjusted taxable valuations the
amount of tax that the authorized rate will raise. This amount is stated
in dollars and is to be certified to the county auditor in dollars and
not by rate. (Sec. 444.2 as amended by Ch. 1020, Laws, 64th Iowa

General Assembly, 2nd Sess. (1972))

Applying and Computing the Tax Rate

When the valuations for the taxing districts have been adjusted by
their respective review boards for the current fiscal vear, the county
auditor must compute and apply the proper tax rate that will raise the
certified amount of tax dollars needed by each taxing district.2 The
rate may not exceed the legal rate limitations and must raise the amount
of tax dollars required by the district, and no larger amount. (Sec.
444 .3) 1If, when computing the tax rate to conform to law, it becomes
necessary to use a fraction of a mill in excess of one-half of one-tenth
of a mill, the fractional excess may be computed as one-tenth of a mill.
Also, the smallest fraction of a mill to be spread on the tax lists for
any purpose except state levies is one-tenth of a mill. (Sec. 444.4)

Money and Credits Tax (Flat Rate) - When computing the tax rate, the
county auditor must deduct from the total budget requirements of the tax-
ing district the money to be derived from the tax imposed upon the reserves
of credit unions and the capital of loan companies. The reserves and
capital are to be taxed at a rate of five mills. Credit unions are allow- |
ed a 4,000 dollar general exemption; also, no taxes are levied upon the
reserves that are invested in United States Government Securities. The
amount collected in each taxing district is apportioned: 20 percent to
the county general fund, 30 percent to the city general fund, and 50
percent to the state general fund. For those existing outside of a city,

the taxes are apportioned 50 percent to the county general fund and 50
percent to the state general fund. (Secs. 443.3, 430A.3, and 533.24)

Money and Credits Tax (Frozen) - For the years commencing with the
1966 the county auditor must also deduct from the total budget require-
ment of each taxing district 100 percent of the total yield from the tax
on frozen money and credits. This amount will be reimbursed to the
various taxing districts from the state money and credit replacement fund.
If the state fund is not adequate to completely reimburse the taxing dis-
tricts, then the state fund is distributed to on a prorated basis to the
taxing districts. The Code indicates that the monies are to be apportion-
ed, "40 percent to the county general fund, and the remaining 60 percent
to cities and towns in the proportion that the taxable values for each
city and town for the year 1965 under sections 429.2 and 431.1, Code 1966,

The rate of taxation referred to by the Code is expressed in terms

Of mills. One mill is €qual to one-tenth of one percent. To determine

the number of tax dollars that will be raised for the taxing district,

, the numher of mills is multiplied by the district's total assessed val-
- uation subject to the tax. (Number of Mills)x(Assessed Valuations) =
Tax Dollars. Sometimes the rate of taxation is referred to as the number
Oof tax dollars raised per 51,000 of assessed valuations. When this is

€Xpressed as a ratio, the quotient is equal to the number of mills.

Tax Dollars Raised
. $1,000 Assessed Valuations

= Number of Mills
T AT DDOADN \ 11 . #
STATE LIBRARY CO\ VIISSION
29 Historical Building
-

DES MOINES. IOWA 50319

'-.._'l” Ix,,”a“‘ji"k




1s to the total of such values for all the cities and towns within
the county." (Secs. 422.78, 429.2, and 444, 3) ‘

When delivering the tax list to the county treasurer, the county
auditor must furnish the treasurer with the amount of money derived from
the monies and credits tax replacement fund for each taxing district in
the county. (Sec. 444.3)

School District Levies - The establishment of the State School
Foundation Program requires the auditor to perform additional duties related
to entering the local school districts tax levies upon the tax list. Prior
to tax levy certification the auditor, by October 1, must certify to each
school district within the county and to the State Comptroller the current
year's assessed valuations of taxable property for each school district
within the county. (Sec. 444 .2) .,

The tax levy rate that 1s applied to school districts is broken down
into two parts: (1) the foundation property tax which is levied by school
districts for the amount of 20 mills per dollar of assessed valuations,
(Sec. 444.2) and (2) the additional school property tax levy which is
determined by the State Comptroller. (Sec.. 444.9) If the combination of
these two levies exceeds the school district's millage levy for the school
year 1970-71, the State Comptroller adjusts the rate so that these levies
equal the millage levy for 1970-71 school year; however, the School
Budget Review Committee may approve additional millage. (Sec. 442.10)

ol

i

the State Comptroller, by December 1, notifies the auditor of the amount,
both in dollars and mills, of the additional property tax levy. (Sec.
442.9) For simplicity, the State Comptroller includes both of these taxes
when he notifies the auditor of additional school property tax, because
the Comptroller must use both of these taxes in determining the maximum
millage levy. This millage rate is the one the auditor uses when
computing the taxes.

The local district levies the 20 mill foundation property tax, while q

The local school districts are required to certify their budget
estimates to the auditor by February 15, in accordance with Code Section
24.17. (Sec. 442.24) The board of supervisors at the time it levies the
taxes for county purposes levies the taxes necessary to raise the school
funds authorized by law and certified to it. The rates are then
certified to the auditor and entered on the tax lists. (Sec. 442 .8)

In addition to the tax levies mentioned above, a school house tax
levy may be approved at a special election and certified to the board of
supervisors after the regular levy is made. The board at its next
regular meeting levies the tax and has it entered upon tax lists to be
collected as other school taxes. If the certification is filed with the
board prior to October 1, then the annual levy is collected in the year of ﬂ

filing, or if the certification is filed after October l, then the annual levy .
starts with the levy in the next succeeding calendar year. (Sec. 442.9) 1

PRSP A S S —

Record of Tax Rates

When the necessary tax rates have been determined, it is the duty of
the county auditor to enter a record of the rates for each taxing district

upon the permanent records that the auditor keeps in his office for that
pPurposes. (Sec. 444.6)
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Applying the Consolidated Tax

After the county auditor has computed the tax rate for each taxing
district in the county, he must add all of the tax rates which are uniform
throughout any township or school district together to form a single tax
known as the consolidated tax. This tax is to be entered upon the tax
list in a single column. (Sec. 443.1)

At the end of the tax list the auditor prepares an abstract for
each township or city showing the apportionment of the consolidated tax

amoung the respective funds. This apportionment is based upon the number
of mills levied for each fund. (Sec. 443.3)

The auditor also prepares a summary of all of the different consolidated
tax levies in the county. This summary 1s usually published on a single
sheet of paper and lists the different consolidated taxes by millage rate
showing the millage breakdown of each taxing district. The summary sheet
is usually called a "millage sheet." The summaries are distributed to
the taxpayers upon request. (Sec. 443.1)

Grain Handled Tax

The handling of grain is subject to a one-fourth mill per bushel excise
tax. (Sec. 428.35) Persons engaged in handling grain are required to file
with the assessor a statement of the number of bushels of grain handled
that he or she handled for the preceding year. The grain handled assessments
are forwarded to the auditor, and a tax of one-fourth mill per bushel is
levied against the number of bushels handled. The auditor enters this
tax on the tax lists in the same manner as general personal property. Pro-
ceeds of the collection of tax are to be distributed to the same taxing

units and in the same proportion as are the general personal property taxes
on the tax list. (Sec. 428.35)

Credits and Exemptions

Prior to listing tax credits and exemptions onto the tax list, the
auditor is required to perform various duties in determining the amount of
the credit or exemption to be listed. After listing, the auditor must

certify the credits or exemptions to the county treasurer and director of
revenue and perform various other duties.

Homestead Tax Credit

Any person who desires a homestead tax credit must file a verified
m with the county assessor on or before July 1. (See Form 3-1) On
July 2 the assessor turns the verified claims over to the auditor with
his recommendation for allowance or disallowance endorsed on the claim.
The claims are then submitted to the board of supervisors for approval or
disallowance. If a claim is disallowed, notice of the disallowance must

be sent by certified mail to the claimant at his last known address.
(See Form 3-2) (Secs. 425.2 and .3)

Clai

The maxium amount of the homestead tax credit allowed is limited to

2,500 dollars of assessed Property valuations multiplied by a rate of 25

mills, or $62.50. (Sec. 425.1(1)~-(4)) The tax credit is not a credit to
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FORM 3-1

APPLICATION FOR HOMESTEAD TAX CREDIT
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IOWA
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APPLICATION FOR HOMESTEAD TAX CREDI\

Chopler 425, 1968 Code ol lowo, as omended by Acli of 82nd end é3vd G. A

STATE OF IOWA, STORY COUNTY, sa.

To
OATH: | the undersigned, -upon oath, hereby apply for m
Homestead Tax Credit for the year set out opposite m
signature, and on the same property as listed on this appli
cation. | further swear that the information contained ot
this application is true and correct as of the lates application
date shown below. |
IF YOU ARE 65 OR OVER, OR ARE TOTALLY DISABLED,
INQUIRE ABOUT ADDITIONAL HOMESTEAD TAX CREDIT for
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FORM 3-2

NOTICE OF DISALLOWANCE OF CLAIM FOR HOMESTEAD TAX CREDIT

— ==
A—— ...-,?

‘h::::“ irﬁre E::; rd of Form No. 3-B Revised. Form No. T0-3B {A%82
LN Aoew Chapler 425, Code of lowa

ﬂ
NOTICE OF DISALLOWANCE OF CLAIM FOR HOMESTEAD TAX CREDIT '!
|
[

R N e e S e e e e

Your 19____ claim for Homestead Tax Credit under the provisions of Chapter 425, Code, has been disallowed
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Section 425.7. Appeals Permitted. Any person whose claim
denied under the provisions of this chapter may appeal from the BOARD OF SUPERVISORS
“stion of the board of supervisors to the distriet court of the county
- which said claimed homestead is situated by giving written notice
| such appeal to the county auditor of said county within twenty :
'y8 {rom the date of mailing of notice of such action by the board 1i|

SRR e B T T e Pt il el SN O E N T COUNTY, IOWA.

ne y claim under this chapter is allowed, any owner i

8n eligible homestead, or the state tax commission, may appeal
om the action of the board of supervisora to the aistrict court of the
~unty in which said claimed homestead is situated, by giving written
itice of such appeal to the count auditor of eaid county and such

stice to the owner of said claj
urt shall dirset. said claimed homestead as & judge of the district By‘

Said appeals shall be tried by equitable proceedings. County Auditor. ) i)
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the property owner but rather to the claimed homestead. (Ahrweler v.
Board of Supervisors of Mahaska County, 1939, 266 Iowa 299, 283 N.W. 889)

On or before August 1 the county auditor must certify to the county
treasurer the claims which have been allowed by the board of supervisors.
The certificates list the total amount of dollars due for allowed home-
stead tax credits for each taxing district.3

The county treasurer, after receiving certification from the auditor,
must then certify the valuations to the director of Revenue. (Sec. 425 .4
as amended by S.F. 265, Sec. 1, 65th Iowa General Assembly, lst Sess.,
(1973)) The director estimates the millage credit to be allowed from the
homestead credit fund with no more than 25 mills to be given for each dollar
of eligible valuation. The millage credit rate and the dollar amount are
then certified to the county auditor for entry onto the tax list. The
tax credit is entered as credit against the tax levied on each eligible
homestead payable in the coming year, and noted as being from the homestead
tax credit fund. The credits are distributed to the taxing ditricts
proportionately in an amount equal to the credits allowed on the taxes of
the eligible homesteads in the district.

Every six months the State Department of Revenue pays the monies
from the homestead credit fund to each county. The treasurer apportions
the money in the same manner as the auditor distributed the tax credits
to the taxing districts. The district may use these funds only after
this semi-annual payment is made. (Sec. 425.1(4))

Elderly and Disabled Tax Relief

Beginning with January 1, 1974, property tax credits for the elderly
and disabled are to be handled by the state director of Revenue. However,
state payments will be made to the county treasurer with the check for
the tax credit requiring the signatures of both the treasurer and the person
receiving the credits. (Sec. 425 as amended by S.F. 376, 65th Iowa General
Assembly, 1st Sess., (1973))

Agricultural Land Tax Credit

A tax credit may be allowed for farm land of at least ten acres with-
out streets or alleys or farm land that is divided by streets but is part
of a farm of more than ten acres, providing that the land lies within any
school district. The portion of the property which the taxpayer claims
for homestead exemption credit is ineligible for agricultural land tax
credit. (Secs. 426.1 and .2)

On or before June 1 the county auditor must compute the agricultural
land tax credit. 1In computing the rate the auditor must list by school
district all farm lands which are eligible for the tax credit, its previous

This is a change in the law from reporting individual credits to
reporting total credits for each tax district. (Sec. 425.4 as amended
by S.F. 265, Sec. 1, 65th lowa General Assembly, lst Sess., (1973))
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year's taxable value, each school district's budget, and the school |
district's general fund tax rate. If the school district's tax rate is
in excess of 20 mills, the auditor multiplies the excess millage (the
amount over 20 mills) by the total taxable value of the eligible land.
This amount is then certified to the State Comptroller on or before

June 1. If the auditor denies a credit upon the farm land, he must
immediately mail to the owner (at his last known address) notice that his
tax credit has been denied. (Sec. 426.6)

On or before March 15 the State Comptroller draws warrants payvable
to the county treasurers for the amount of the tax credits and mails them
to the county auditor. However, if the amount in the agricultural land
credit fund is insufficient to pay the full amounts certified to him by
the county auditors, the Comptroller prorates the fund to each county

treasurer and notifies each county auditor of the pro rata percentage by
August 1. (Sec. 426.7)

Upon receiving the pro rata percentage, the auditor determines the
amount of the tax credit allowed for each tract of land and enters the
credit upon the tax lists as a credit against the tax levied on the affect-
ed farm land. This must be done before delivering the tax lists to the
treasurer. The auditor also forwards the Comptroller's warrants to the

treasurer for apportionment. In case of change of ownership the credit
follows the title. (Secs. 426.8 and .9)

Militagy Service Tax Credit

Filing for Exemption - A property exemption is allowed on the property
assessment of veterans who have served in military conflicts. Veterans of
World War I are allowed a 750 dollar exemption while veterans of World War II,
the Korean Conflict, and the Vietnam Conflict are allowed a 500 dollar exemption.
(See Code of Iowa, Ch. 427, Sec. 3, for a detailed description of eligible
veterans and the amount of their allowance.) (Sec. 427.3) The exemption is
deducted from the property valuation prior to applying the consolidated tax rate.

Claims must be filed on or before July 1 with the local assessor
and handled in the same manner as homestead tax credits. (See Form 3-3)

To be eligible for the exemption a person must also have on file with the

county recorder proof of honorable completion of his military service in
the conflict. (Sec. 427.5)

Computation of Tax Credit - To compensate the taxing district for
the amount of tax not received because of the tax exemption, the state
has created the Military Service Tax Credit Fund. The amount of credit
is limited to a rate of not more than 25 mills upon the property valuation
that is subject to the general property tax. (Sec. 426A.2)

On or before August 1 the county auditor must certify to the county

treasurer, on state forms, all claims for military service tax exemptions
which have been allowed by the board of Supervisors.

that this certificate lists the total amount of dollar
district in the county due for military service tax credits claimed and

allowed. (Sec. 4261A.3 as amended by Ch. 250, Laws, 65th Iowa General
Assembly, 1st Sess., (1973))

The new law requires
s for each taxing
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FORM 3-3

APPLICATION FOR MILITARY EXEMPTION

PARCEL NO._

[

o -
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|IOWA DEPARTMENT OF REVEMUE

™

APPLICATION
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Cechions 427.3 - 427.6, 19466 Code o lown, o3 amended.

STATE OF

i G‘;‘!’I’v:.

STORY COLNTY,

8L«

CATH: | the undersigned, upon oath, nereby apply for |
Mili.‘ff;ry Tax Exemption for the vear set our opposiie I
signature, and on the same properfy &s lisied on this app
cation. | further swear that the intormation contained |
this application is true and correct as of fhe latest applicafi

date shown below.

RECOM Mtq
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FORM 3-4

NOTICE OF DISALLOWANCE OF CLAIM FOR MILITARY SERVICE TAX EXEMPTION

FORM 70-16D 48471
NOTICE OF DISALLOWANCE OF CLAIM FOR MILITARY SERVICE TAX EXEMPTION

ol [ e JoiE e e ety e S S ,
OFFICE OF COUNTY AUDITOR, - c e e cceeememee i mmmm e m e e e m = o , i
Your claim for Military Service Tax Exemption, underﬁthe provisions of Section 425.7 of the Code, has

disallowed for the following reason: - _ - o - oo e e |
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Personal Property Tax Credits and Exemptions

Beginning on January 1, 1974 the Code authorized two personal
property tax credits: (1) a 2,700 dollar personal property exemption
and (2) an additional personal property tax credit. The purpose of the
additional personal property tax credit is to provide for the gradual
elimination of local taxes assessed against personal property. The
bersonal property tax revenue to local taxing districts will be replaced
by direct state aid from the personal property tax replacement fund.

(Ch. 255, Laws, 65th Iowa General Assembly, 1lst Sess., (1973))

Personal Property Exemption - A tax exemption of no more than 2,700
dollars is allowed against the assessed value of an individual's or
business' personal property. This exemption is in addition to the allowed

military service exemption which is deducted prior to the personal
property tax credit. (Secs. 427A.2-.4)

Additional Personal Property Tax Credit - Each taxpayer who is allow-
ed the regular personal property exemption is granted an additional
pPersonal property tax credit against his taxable personal property. The
credit is to be a fixed amount for each year. HOwever, the amount of tax
credit is to be increased for the extended tax year beginning January 1,
1974 and ending June 30, 1975. The credit is also to be increased for
€ach taxing year immediately following a tax year in which the growth of
State general fund revenues, adjusted for changes in rate or basis, exceed
five and one-half percent. Once granted, an increase continues for each
Succeeding year. The director of revenue and the State Comptroller
jointly determine the amount of increase which is based upon replacement

Obligation of the state. (Ch. 255, Laws, 65th Iowa General Assembly,
1st Sess., (1973))
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Listing by Auditor - On or before January 1, the auditor must prepare

a statement listing for each tax district within the county all of the
personal property upon which taxes will not be collected due to personal

property tax credits. Included in the statement are the taxing districts"

tax rates and the total amount of taxes which will not be collected
because of the tax credit.

The auditor must certify these statements to the state comptroller
and director of revenue on or before January 15. The director of revenue
audits the credits allowed by the county and, within 18 months from
July 1 of the year the credits were filed, completes the audit. A copy
of the audit containing the disallowed credits is then sent to the county
auditor and treasurer, and the state comptroller, and they are to correct
their books and records accordingly. (Sec. 427A.6 as amended by Ch. 255,
Laws, 65th Iowa General Assembly, lst Sess. (1973))

The amount paid to each school district from the personal property
tax replacement fund is to be regarded as part of the property tax base.
(Sec. 442.2 as amended by Ch. 255, Laws, 65th Iowa General Assembly,
1st Sess. (1973)) Also for each of the annual assessments including the
ninth installment the total assessed value may not exceed the total
assessed value of all personal property in the taxing district as of
January 1, 1973, excluding livestock.

Livestock Exemptions

The 65th General Assembly, 1973, passed an act which exempts all
livestock from personal property taxation. (Sec. 427.1(13) as amended by
Ch. 254, Laws, 65th Iowa General Assembly, lst Sess. (1973)) Prior to
January 1, 1973, livestock was taxed as personal property, with certain
exemptions allowed depending upon the age of the animal. To compensate
each taxing district for the loss of revenue, the state reimburses the
taxing districts for the lost revenue. This tax reimbursement is in the
form of a tax credit and is based upon the taxable values of all live-
stock assessed for taxation as of January 1, 1973. The director of
Revenue computes the applicable tax credit and certifies it to the gstate

Comptroller, who issues warrants payable to the respective county treasurers.
If in the event the total amount is insufficient to pay the full amount due

each taxing district, then the amount is prorated by the director of
Revenue. (Sec. 427 as amended by Ch. 254, Laws, 65th Iowa General

Assembly, lst Sess., (1973)) The warrants are paid in two equal installments

on March 15 and September 15. The county treasurer apportions this
amount to the various taxing districts in the county.

The amount paid to each school district for the livestock exemption
is regarded as property tax. The school foundation property tax 1is

determined by applying the foundation property tax millage rate to the taxable
value of livestock in the district as of January 1, 1973 (as determined by

the director of ravenue). (Sec. 442.2 as amended by Ch. 254, Laws, 65th
Iowa General Assembly, lst Sess., (1973))

Ten Year Record Cards

Many county auditors find it is convenient to record homestead tax
credits and military exemptions on 10 year record cards. This provides
the assessor and auditor with necessary information required for filing
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each exemption while at the same time eliminating much of the tedious
copy work. (See Forms 3-1,and 3-3)

Corrections in Tax List

The county auditor has the power to correct any error in the assess-
ment or tax list, and he may list any omitted property for taxation.
(Sec. 443.6) The power of the county auditor to correct the tax list
continues until the tax has been paid or otherwise legally discharged.
(Read v. Schulmeister, 1941, 229 Iowa 884, 295 N.W. 169)

Before the auditor may assess and list any omitted property, he
must notify by certified mail the person in whose name the property is
taxed that he must appear before the auditor within 10 days from the time
of the notice and show cause why the correction should not be made. If
the person feels aggrieved at the action taken by the auditor, he has the
right to appeal to the district court. (Sec. 443.7) All expenses incurred
in the making of a correction of an assessment are paid on a prorated
basis from the affected funds. The corrections and proceedings must
be reported to the board of supervisors. (Sec. 443.10)

Tax Receig;s

While the Code specifies that the treasurer is to make out the
taxpayer's tax receipt, the auditor may assist the treasurer by printing
the legal description, assessed valuation, name of the taxpayer, the
amount and installments of the tax due, allowed credits, and other infor-
mation onto the tax receipts when the auditor prepares the tax list.

In the counties where the auditor £fills in the tax receipt information,
the tax receipt should basically follow the same format as the tax list.
The exact procedure and format used should be determined jointly by the
treasurer and the auditor prior to the preparation of the tax list, thus
insuring optimum use of personnel and data processing equipment (if used).

Certification of Tax List

The county auditor must complete and deliver the tax list to the
county treasurer on or before June 30. When delivering the tax list the
auditor makes an entry upon the tax list showing what it is, for what
county, and for what year. The auditor takes his receipt of the delivery
of the tax list and the tax list then becomes "sufficient authority for
the treasurer to collect the taxes levied thereon." No informalities
on the tax list or any delays in delivering the list after July 1 will

affect the validity of any taxes, sales, or proceedings for the collection
of the levied taxes. (Sec. 443.4)

At the time of delivering the tax list to the county treasurer, the
auditor must furnish to the director of revenue a certified statement
showing separately the aggregate actual and taxable valuations of the

real property in the county, and the aggregate amount of each separate
tax as shown by the tax list. (Sec. 443.5)

39




Part B
SPECIAIL, ASSESSMENTS TAX LISTS

Preparation of the Tax List

The county auditor is required to prepare the Special assessments book,
which serves as the special assessments tax list when delivered to the
treasurer. All government districts and offices that have the power to
levy a special assessments tax must certify such taxes to the auditor for
entry into special assessments book. The entries are made in blue or
black ink, listing the owner of the affected real estate, a description of
the real estate, the date of assessment, the total amount of the special
assessment, and if the assessment is payable in installments the amount
of the current installment together with the amounts of each of the install-
ments. The book may be arranged in either alphabetical or numerical
order. (Sec. 445.11) The special assessment tax book must also provide
space for showing penalties and payments, and columns to record the
corresponding tax receipts number issued by the treasurer and the payment
date of the assessment or installment. (Sec. 445.12)

Delivery to the Treasurer :

On or before June 30, the auditor makes an entry upon the special
assessments tax list showing what it is, for what county, and then delivers
it to the county treasurer. Upon delivery the auditor is issued a
receipt of delivery and the special assessments tax list then becomes
sufficient authority for the county treasurer to collect the listed taxes.
No informality or delays in delivering the tax list will affect the
validity of the special assessments.

Municipal Special Assessments

A city may assess to private property within the city the costs of
construction and repair of public improvements. The costs of water and
sewer projects that extend outside of the city may also be assessed to
private property by the city. Also cities may levy special assessments
against property if property owners fail to perform services required
by law. The special assessments are to be certified to the auditor by
the city at the time required by law. These assessments are entered into
the special assessments tax list, and when the tax lists are delivered to
the county treasurer they are to be collected by him in the same manner
as other taxes.

S I P — — S .

Required Services Not Performed

When a service is required of an individual and he fails to perform :
the required service, the county, or other government districts or
agencies may cause the service to be performed. The costs of the services '
are then levied as a special assessment against the property of the

individual who failed to perform. (Secs. 100.29, 113.6, 317.21, and 318.2 ‘
and .3)

Dangerous Structure Removal

When the state fire marshal finds a building that constitutes a fire
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hazard he may order it removed or remedied. If the individual fails to
comply with the order, the state fire marshal may have the building or
Structure torn down or repaired, and all other dangerous conditions
remedied at the expense of the taxpayer. If after 30 days the individual
has not repaid the fire marshal, he certifies the expenses, together with

a 25 percent penalty to the county auditor in which the property is located.
The auditor enters the expense as a special charge against the individual
to be collected as a regular tax. The amount collected is forwarded to

the state treasury to be credited to the fire marshal's office. (Sec. 100.13,
.26, .27, and .29)

Prior to certifying the tax, the auditor must hold a hearing and
decide upon the reasonableness of the amount of the assessment, providing
that the taxpayer has not appealed the assessment to the district court.
Also any person aggrieved by the order and determination of the auditor
may appeal the decision to district court by serving notice to the auditor
within 20 days after the hearing. (Sec. 100.28)

Weed Removal

When the weed commissioner must have noxious weeds removed because
the owner of the property fails to do so, the cost of the destruction is
assessed against the landowner. The board of supervisors determines the
actual costs of the removal and adds an additional amount equal to 25
percent of the actual costs to cover administrative and supervisory
costs. This sum is then assessed as a special tax against the affected
tract of real estate. The clerk of the board of supervisors certifies
this tax to the auditor and treasurer for entry onto the tax books and

it is collected in the same manner as other unpaid taxes. (Secs. 317.16
and .21) |

Prior to assessment, the board of supervisors must first prepare
plat or schedule showing the lots to be assessed, fix a hearing date for
hearing the proposed assessments, publish notice of the hearing, and
finally hold the hearing and decide upon the assessments. The hearing
must be held no later than June 15 and notice must be published 20 days
in advance. Publication must be done once in the official county newspaper,
or by posting notice on the affected premises, or by certified mail to the

last known address of the person owning or controlling the premises.
(Sec. 317.21(2) (3))

Hedge Removal

The board of supervisors may also have hedges or trees cleared
from along the public right-of-ways if the property owner fails to do so.
If the board must remove the hedges, they must first notify the property
owner that he has 60 days to do so or else the board will have such action
taken and assess the cost against the land on which the hedges exist.
After destruction the board certifies the costs to the auditor, and they

are to be assessed and collected in the same manner as other taxes.
(Secs. 318.1, .2, and +3)

Failure to File Plats by Utilities

If telephone, telegraph, railroad, or electric utilities fail to
file plats of their line changes by the first day of the fiscal year
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(the Code requires filing to be made January 1, but it is expected that
this date will be changed to July 1, in order to comply with S.F. 1125,
Fiscal Year of Political Subdivisions) the county auditor has the county
surveyor prepare the plats. The auditor presents the surveyor's costs
to the board of supervisors for audit with the costs to be paid out of
the county fund. The amount is then levied by the board as special tax
against the utility's property and is collected as county taxes with the
amount being paid into the county fund. (Secs. 433.14 and .15; 434.18*
.19; 437.15)

Fence Construction

The board of township trustees, acting as fence viewers, may cause
a fence to be erected if the owner of the land fails to do so after he
has received 30 days' notice. If the costs of constructing the fence,
together with the fence viewer's fees, are not paid to the county treasurer
within 10 days after the total cost has been determined, the fence viewers
must certify to the county auditor this amount and a description of the
affected property. The auditor is to enter the amount on the tax lists
and it is to be collected as other taxes. (Sec. 113.6)

Infected Bees

The State Apiarist (beekeeper) may order the owner of infected bees
or beesupplies to disinfect or destroy the bees or supplies. If the
owner fails to obey this order within ]1p days after receiving notice
(or immediately in emexrgency situations), the State Apiarist may carry
out the disinfection or destruction. The State Apiarist keeps an account
of the costs incurred while carrying out the disinfection or destruction
and certifies the amount of the cost to the owner. If the owner does
not pay the cost within 60 days, the Apiarist certifies the amount to the
auditor of the county in which the bees or supplies are located. The
auditor spreads the amount upon the tax books, and it becomes a lien
upon the property of the bee owner and is to be collected in the same
manner as other taxes. (Secs. 160.7, .8)

Delinquent Dog Licenses

Dog license fees become delinquent on July 1 of the year they
are due and payable. Also, a penalty of one dollar is added to each
delinquent dog license. On or before July 15, the auditor must certify
to the county treasurer: the owner's name of each unlicensed dog in the
county, the number of dogs owned and their sex, and the amount of the
unpaid licenses plus the one dollar penalty. The treasurer enters
this amount on the tax roles and it is collected in the same manner as
ordinary taxes. (Secs. 251.17-.19)

i — e — -

Court Imposed Tax

A person may be assessed a tax imposed by the courts for maintain- 1
ing a house of ill fame. The tax is called a Mulct Tax and is assessed
for the amount of 300 dollars. The tax is imposed upon the building
and grounds upon which the house was operated and against the owners
and agents of the premises. (Sec. 99.27) ,
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This tax 1s certified by the district court clerk to the county
auditor for entry on the tax lists. The tax constitutes a lien upon
the property when certified to the auditor and must be immediately
entered into the records kept by the auditor. The collected tax is to
be apportioned so that it reimburses the state for the costs of removing
the nuisance, and if there is any excess left, 10 percent of the total
tax is to be paid to the state's attorney in the case and the rest is
to be given to the temporary county school fund. (Secs. 99.28-.31)

Secondary Road Assessment Districts

In order to provide for the graveling, oiling, or other suitable
surfacing of secondary roads, the board of supervisors, upon petition
by 35 percent of the landowners in the district, may establish a secondary
road assessment district. (Secs. 311.1 and .6) To pay for the improve-
ments to the secondary roads in the district, special assessments of not
less than 25 percent of the total estimated cost of surfacing the road
must be apportioned and levied on the lands within the assessment district.
The district may not extend more than one-half mile on each side of the
road to be improved. Whenever the secondary road lies on the county line
each county pays its share of the cost as though the project was located
wholly within that county. Any road or street that passes through a city
may, with the approval of the board of supervisors and the city or town

council, be included in the assessment district as though it existed
outside of the city or town. (Secs. 311.2-.5)

Because the establishment of a secondary road assessment district
occurs very infrequently within the county, it is suggested that the
auditor consult Chapter 311 (Secondary Road Assessment Districts) for the
specific duties he/she must perform for the establishment of the assessment
district. The auditor's duties will include accepting the petition for
the establishment of the district, publishing notice of hearings, certifying
assessments to the treasurer, and receiving appeals. (Chapter 311)

County Limestone Quarries

Establishment of County Quarries

In counties where there is not a privately owned limestone quarry
Or where private quarries cannot furnish farmers with enough limestone
and at the same price as the county would, the board of supervisors has
the power to establish or lease county limestone quarries for agricultural
purposes. However, the board must first determine that it can produce lime
at less cost than lime may be obtained from other sources. (Sec. 202.1)
The petition must be signed by at least 50 of the county's farm owners,

or if less than 50 farm owners sign the petition, they must agree to
Purchase at least 5,000 tons of lime.

The board of supervisors may sell lime which has been obtained from
the county quarry or it may purchase and resell lime to the farm owners.
The price of the lime is fixed by the board and is equal to the actual
COSts of production plus an added 10 percent to cover depreciation of

€quipment. Transportation costs from the quarry to the farm are also added
to the cost. (Secs. 202.3, .4, .9)
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Payment by Special Assessment

The board-may either sell the lime for cash or by a special assessment
tax secured by a lien upon the farm property. For payment to be made by
special assessment tax levy the farm owner must file application with the
county auditor. If there is a mortgage or lien on the property, written

- notice must first be given to the lien holder. If the lien holder consents
to the assessment the consent must be filed in the auditor's office.
(Sec. 202.4)

The assessment is equal to the sales value of lime plus transportation
costs. The farm owner has the option of paying the entire assessment on
or before December 1, following the receipt of the lime, or paying the
assessment in five equal annual installments payable with first half of
the annual tax payment of the next succeeding year. (Sec. 202.4) All
unpaid installments of the special assessment tax draw interest at a rate
of six percent. (Sec. 202.5)

Anticipatory Warrants

The special assessments tax levy may be used to secure anticipatory
warrants drawn on the county by the board of supervisors for purposes of
financing the provisions of Chapter 202 of the Code. The warrants are ?
numbered consecutively and must be signed by the chairman of the board and ;
attested by the auditor by affixing his seal onto the warrants. The
date of sale is entered on the warrant and they may not be sold for less
than par value. These anticipatory warrants draw interest at three and
ane-half percent and may be issued in denominations of 100, 500, or 1,000
dollars. The county treasurer is responsible for calling in and paying
the outstanding warrants. (Secs. 202.6-.8)

Record Keeping

The county must keep a separate system of accounts for recording
the production, disposal, and sale of agricultural limestone in the county. ‘
For a detailed description of how the price of the lime is calculated and
what information must be recorded see Chapter 202, Sections 9 and 10 of the
Code of Iowa. (Sec. 202.9-.10)

Drainage Districts

Special Assessment Tax Levy

When the board of supervisors has finally determined the apportion-
ment of the drainage district's special assessment, it levies the respective
taxes. Assessments of less than two dollars are raised to two dollars.

The board may also levy an additional assessment if the original assess-
ment is insufficient to cover the construction costs. The assessments *
are to be collected in the same manner as other taxes. Taxes draw interest
at seven percent per annum from date of levy; however, if a person pays J
the tax within 20 days of levy no interest is charged. (Secs. 455, 57-
.59) For additional information on drainage districts see the appropriate
section of this manual.
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Installment Payments

Property assessments exceeding 100 dollars per parcel may be paid
in installments, providing that within 30 days from the levy date the
property owner agrees in writing, by either writing upon the improvement
certificate or in a separate agreement, that he will not object to the
legality of the assessment or tax levy. (Sec. 455.64) The property
owner then has the option of (1) paying one-third of the assessment at
the time of filing the agreement, the next third within 20 days of the
completion of one-half of the project as certified by the engineer, and
the last third within 20 days after the improvement has been completed
and accepted by the board. If paid on time the installments will not
draw interest. (Sec. 455.64(1)) (2) Or, the property owner may pay the
assessment in not less than 10 installments or more than 20. The board
of supervisors will fix the number of installments and the interest rate,
not to exceed seven percent. The installments are due and payable at the
time the first half of the regular taxes are due. The treasurer may

change the amount of the installment depending upon the monies he expects
to collect. (Sec. 455.64(2))

Property owners that appeal the legality of the assessment or levy
have the same option of paying their assessments in installments, providing
that they file a statement with the auditor notifying him that they

elect to pay in installments. This must be done within 20 days of the
final determination of the appeal. (Sec. 455.65)

Other Special Districts

Sanitary Districts

The board of truste