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" ADMINISTRATION

. Hears and reviews taxpayers' appeals
of decisions made by the director
concerning the levy ard collection
of taxes.

. Maintains original jurisdiction for
hearings associated with certain
property tax matters.

. Counsels and advises the director.

Governor
State Board
P e b P LA Ko SRS T Director
Tax Review

Deputy Director

Hearings
Office
Section

Administers and enforces laws
assigned to the department and
serves as executive officer of
the department.

. Assists the director with the
administration of departmental
policies ard procedures.

. Coordinates department's admin-
istrative planning.

. Researches and prepares legal decisions
for taxes administered by the agency.

. Conducts hearings ard renders decisions on
tax license suspensions ard revocations.



" ADMINISTRATION

Governor

Director

Administration
Division

Budget
Section

. Prepares departmental budget,
budget forecasts, monthly expen-—
diture reports and cost studies.
Approves payments of department's
bills, prepares purchase orders,
and processes travel claims.
Processes payroll; benefit appli-
cations and billings and handles
inquires.

Administrative
Support
Section

Provides technical ard manage-
ment liaison with the Department
of Personnel.

Purchases office equipment ard
supplies.

Adninisters collective bar-
galning agreements.

Administers technical training
programs.

Evaluates department's internal
controls ard physical securilty.

Facilities
Management
Section

Reviews ard recommends facility
changes.

Prepares bulk tax forms requested
by the public.

Performs moving, construction,
delivery ard storage services

for the department divisions.
Distributes office supplies and
equipment.



" LOCAI, GOVERNMENT SERVICES

Director

Local Goverrnment

Services
Division
[
Assessment and
Assistance Bureau
|
[ |
Assessment Assistance Appraisal
Section Section Section

Determines assessments of
public service companies

and certifies these assess-
ments to the county auditors.
Advises the director on cen-
tral assessment related matters.
Processes and compiles data
to be used in equalization of
assessments.

Produces annual assessment/
sales ratio study and related
statistical reports.

Provides asslistance concerning
the collection of real estate
transfer tax.

Administers all property tax
credits and exemptions.
Provides relmbursements to
local governments according to
statutory assistance programs.
Provides property tax aml rent
relmbursement to eligible elderly
and disabled.

Assists amd advises local
officials concerning imposition
and collection of certain local
option taxes.

Performs all appraisal func-
tions for division.

Provides technical training

arl assistance for local
assessment personnel.
Administers the assessor ard
and deputy assessor examinations
ard certifications.

Advises the director on
appralsal related matters.
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'INFORiVIATION AND MANAGEMENT SERVICES

Director

|

Information and
Management Services
Division

|

Systems Design
& Implementation
Section

. Develops, implements
and maintains main-
frame computer systems.

. Interacts with state
computer center on
newly acquired hard-
ware and software.

. Trains agency per-
sonnel on correct
utilization of com—
puter applications.

IRIS Planning
and Design
Section

. Design department's
information manage-
ment system.

. Develop ard main-
tain applications
under integrated
information system.

|

Management
Services
Section
[
| |
Planning ard Information

Analysis Unit

Processing Unit

Provides technical
assistance 1in
planning ard opera-
tional activities.
Designs, reviews
and revises systems
and procedures re-
quired for agency
operation.

Analyzes existing
and proposed legis-
lation or policy
changes as to
impact on state/
local revenue.
Designs and main-
tains control of
all forms required
for agency.

. Types reports, memos,
forms ard other
materials requested
fran all areas of the
department.

. Maintains records of
processed materials.

. Cammunicates depart-
ment rules to State
Printing and assists
in the preparation of
data for typesetting.



" INFORMATION AND MANAGEMENT SERVICES

Director
Information Information and Automation
Center Management Services Coordinator
Division

. Coordlnates long and short range

. Sets policies and planning for automation of agency
procedures for the activities.
use of microcomputer . Reviews and recommends further
equipment and soft- enhancements for automation equip-
ware. ment .

. Provides support for . Coordinates necessary security
all types of end procedures relevant to automated

user computing. information system.
. Management of auto-

mated equipment re-
sources.



* AUDIT AND COMPLIANCE DIVISION

Director

Audit ard Compliance Division

Audit Services

Sect ion

Office Bureau

Business Section

Individual Section

Field Bureau

Audit amd Collections ard
Statistical Support Support Services
Section Section
Investigative Audit Out-of-State In-State
Section Audit Region Offices

|



AUDIT AND COMPLIANCE DIVISION
Audit Services

Audit amd Compliance Division

Audit Services
Section

Develops selective audit criteria for both field
audits and office audits, selects programs for
testing, monitors test results and makes recamn-
mendation for audit programs.

Participates in the formal appeal process through
writing fact sheets, resolution letters, attending
informal conferences and handling audit matters.
Conducts various special projects for the
department such as: selective office and field
audit review, corducting speclalized tralning
sessions, preparing statistical information for
various reports, amd preparing reports on the effect
of legislation or change in rules.

Handles audit correspondence, audit adjustments ard
requests for information for all field audits.
Coordinates the personal computer functions of the
division by analyzing hardware ard software needs,
developing new programs, and upgrading existing programs.



* AUDIT AND COMPLIANCE DIVISION
Office Bureau

Audit amd Compliance Division

Office Bureau

Business Section

. Conducts office audit of corporation returns
for assessment or refund and enforces corporate
nexus regulations and compliance with regard to
Iowa nonfilers.

. Performs franchise tax office examinations ard
determines the distribution of the franchise
tax.

. Examines, verifies and approves sales/use claims
for refund and requests warrants for 1ssue.

. Reviews and corrects errors on motor vehicle
fuel tax monthly and quarterly reports, reviews
and approves WF credit claims, and verifies
gallonage shown on motor fuel terminal reports
and matches to the motor fuel gallons reported
as recelved by individual motor fuel distributors.

. Processes and examines cigarette ard tobacco

reports and verifies sales of cigarette revenue
to clgarette distributors.

Individual Section

Office examination of fiduclary, inheritance,
ard individual income tax returns.

Generates billings/refunds from office exami-
nations.

Reviews federal audits amd participates in
federal /state exchange program.

Maintains federal printouts as required by
the federal/state agreement.

Performs match programs to identify nonfilers
and under reporting of incane arnd refers
potential criminal cases to Investigative
Audit Unit.

Reviews partnership amd Subchapter S corporation

returns.
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" AUDIT AND COMPLIANCE DIVISION

s

Field Bureau
Audit amd Compliance Division
Field Bureau
Audit and Collection amd
Statistical Support Support Services
Section Section

. Llasion between field audit staff and other . Liaison between field offices and Financial
dilvisions concerning audit selection, audit Management concerning collection activities
review, technical questions and policy 1ssues. and systems.

. Compiles statistical reports arnd maintains . Liaison between field offices and Technical
management reporting systems for field staff Services Division regarding policy issues
activities. affecting collections and taxpayer services.

. Develops ard monitors collection procedures
in coordination with other divisions.
Investigative Audit Out-of-State In-State
Section Audit Region Offices
. Reviews referrals to the section . Performs audits for all taxes . Provides assistance to taxpayers
to determine potential for prose- throughout the country from concerning tax filing and payment
cution. nine out-of-state office procedures .
. Develops audits for criminal prose- locations. . Collects revenue from delinguent
cution. taxes.

. Develops reports for Attorney
General and county attorneys to
assist in prosecutions.

. Provides witnesses in criminal
proceedings, grand juries, ard
depositions.

. Performs audits for all taxes.



" TECHNICAL SERVICES

Director

Deputy Director

Technical Services

-

Tax Division

| Attorney General's Office |

. Represents department before the Board of
Tax Review and court on tax matters and in

other law suits.

. Writes opinions for any phase of tax law

administered by the department.

. Advises director regarding legal matters

assoclated with the administration of tax

Interprets legislation, court cases,
and federal statutes to create Iowa
tax policy through rulemaking, peti-
tions for declaratory rulings and
other iInquiries made to the agency.
Reviews state and federal leglsla-
tion to determine impact on Iowa and
all issues associated with its
administration.

Develops and maintains rules to
reflect changes 1in policy and to set
forth the department's position on
specific 1ssues.

Develops department's legislative
package and monitors all tax related
issues considered by the Iowa
General Assembly.

. Handles all appeals in the informal
stages for the department except
certaln property tax and license
revocation matters.

. Maintains department library ard
public information files.

. Represents the department in
department administrative hearings
ard In certaln court appeals in-
volving collection matters.

Division laws.
Policy Appeals Taxpayer
Section Section Assistance
Section

Provides the general public with
information explaining the Towa
tax structure; answers letters;
handles all general telephone
inquiries and assists the public
in the completion of returns,
claims and license applications.

. Publishes newsletters, information

booklets and makes presentations
on agency related 1ssues.

. Processes applications and 1issues

permits for taxes administered by
the department.

. Assists iIn the design of tax forms

and instructions.



" FINANCIAL MANAGEMENT

Director

Financlal Management

Division
Processing GAAP Accounting
Bureau Implementation Team Bureau
Central Daily Financial
Payroll Processing Reporting
Section Section Section
N i |
Accounts Return
and Finance Resolution Collections
Section Section Section
Business Individual Data Accounts
Recelving | | Data Entry | | Deposit Error Error Control Compliance Receivable
Unit Unit Unit Resolution Resolution Unit japlp Unit
Unit Unit |
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FINANCIAL MANAGEMENT
Processing Bureau
Accounts & Finance

Processing Bureau

Accounts and Finance Section

Recelving Unit

. Reconciles amount of money
remitted to the amount reported
on the returns.

. Routes returns and documents to
proper processing points.

. Processes changes and cancel-
lations for all tax systems
administered by the department.

Data Entry Unit

. Transcribes data from forms and

documents onto magnetic disks
for computer utilization.

.

Deposit Unit

Validates and batches incoming
documents.

Keeps bookkeeping records of
revenue recelived and prepares
monthly revenue reports.
Separates checks from returns
and encodes and deposits the
checks.

Routes and maintalns control
of document flow.

Sells cigarette stamps to
licensed distributors.
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FINANCIAL MANAGEMENT
Processing Bureau
Return Resolution

. 15

Processing Bureau

Return Resolution Section

Business Error
Resolution
Unit

Resolves all errors on with-
holding and sales tax returns

and resubmits via data entry

for completion of processing

which includes generating

billings on all underpayments.
Verifies and 1ssues refunds of
withholding and sales tax over-
payments. Edits and processes

all verified summary reports sub-
mitted with the state coples of
W-2 and 1099.

Microfilms all material placed in
the sales tax history file which 1s
a five-channel microfilm jacket.
Maintains on-site and off-site
storage facilities for all returns
(approximately 16 million) and files
received by the department.
Responsible for storage and de-
struction of all department returns,
records and files.

Data Control
Unit

Maintains records of

status of source data

from user divisions.
Submits all production
jobs for department.

Posts ledgers and

balances money totals
generated by each audit
run.

Edits and corrects keyed
data prior to an audit/
update run.

Operates minl computer to
run batch job applications
and printer.

Reloads on line systems and
creates master tapes on all
systems.

Alters JCL to coincide with
user needs.

Individual Error
Resolution
Unit

Edits and corrects all income tax
returns in preparation for data
entry and completion of processing.
Answers written correspondence,
telephone inquiries, and walk-in
taxpayers on current year income
tax returns.

Recelves returns that are rejected
by the computer math verification
audit.

Flags returns for audlt purposes.
Determines and resolves errors in
the estimate program and will gen-
erate billings through the income
system.

Edits and processes all motor vehicle
fuel claims, corporation, and prop-
erty tax forms in preparation for
data entry and completion of proc-
essing.



.FINANCIAL MANAGEMENT
Processing Bureau
Collections Section

Processing Bureau

Collections Section

Compliance Unit Accounts Recelvable
Unit
. Telephones and corresponds with taxpayers . Issues all bills for taxes administered by the
regarding delinquent and tax due situations. Department of Revenue and Finance.
. Initiates and participates in license/permit . Processes payments, offsets refunds against
revocation proceedings. amounts due and flles tax liens when necessary.
. Enforces the department's bonding rules and . Coordinates the collection activities with the
maintains records of bond accounts and amounts. other affected units within the Department of

Revenue and Finance.



_FINANCTAL, MANAGEMENT 17
Accounting Bureau

Financlal Management
Division

GAAP

Accounting Bureau Implementation Team

. Responsible for the implementation
of Generally Accepted Accounting
Principles (GAAP), and to 1ssue a
Comprehensive Annual Financial Report
(CAFR) for the State of Iowa.

Central Payroll Daily Processing Financial Reporting
Section Section Section

. Coordinates and supervises the . Provides financial management . Reviews, designs and develops
preparation, calculations, and dis- data and maintains centralized accounting policies and sys-
tribution of bi-weekly payrolls for records for the funds of the tems to provide for complete
approximately 19,000 employees. State except Board of Regents and accurate accounting for

. Administers the payment of many institutions. all state funds to facilitate
mandatory and discretionary payroll . Reviews all claims against the the adoption of generally
deductions including taxes, retire- state treasury before warrants accepted accounting principles.
ment benefits, savings bonds, gar- are written to assure accuracy
nishment and tax liens, and maintains and legality of expenditures.
accountability for various fringe . Reconciles all centralized accounting
benefits, such as life, health, and system funds activity each day with

disability programs. the State Treasurer's Office.



LOTTERY

Governor

Director of
Revenue & Finance

Lottery Lottery
Board Commissioner
Securlty Administration
(Assistant

Commissioner)

Marketing
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_LOTTERY

Marketing

ng;ﬁgy Commissioner Administers and enforces the
Iowa Lottery Act and serves as
chief executive of the Iowa
Lottery.
Responsible for administrative
rules, game approval and major
contract approval for the operation
of the Towa lLottery.
Security Administration
(Assistant
Commissioner)

Directs, plans and implements all
securlty and licensing matters
pertalning to the division.

Approves or dlsapproves applications
for Lottery licenses.

Recommends revocation of licenses
for noncompliance.

Responsible for security aspects

of receipt and delivery of lottery
tickets.

Administers the overall business
related activities of the division.
Principal asslstant to the Commls-
sioner.

Responsible for day-to-day opera-
tions of the lLottery.

Provides advice and direction to
other bureau administrators to
insure compliance with policies and
procedures.

Represents the Commissioner in the
Commissioner's absence.

. Provides advice and recommen-
dations to the Commissioner
concerning marketing.

. Responsible for the administra-
tion of the marketing bureau.

. Recommends, develops and imple-
ments policy as 1t relates to
marketing and sales activity.

19



. LOTT¥ERY

. Analysis of agency

accounting procedures.

. Analysls of contrac-
tual agreements.

. Backup for Executive
Assistant at instant
game drawings.

Administers all activ-
ities related to
Jackpot and other
instant game drawing
activities.

Develops and imple-
ments instant game
rules.

Serves as member of
appeal board as dele-
gated by Commissioner.

Assistant
Commissioner
Internal Executive On-Line Communication
Auditor Assistant Manager Coordinator
(Event Mgr)

Responsible for devel-
opment and operation
of On-Line games.
Provides advice and
assistance to Commis-
sioner and Assistant
Commissioner regarding
operation of On-Line
games 1including Lotto
and Lotto*America.

Primary news media
contact.

Develops medla adver-
tising strategy.
Coordinates media

campalgns with vendor.

20

Information
Speclalist

Media contact.
Advises and assists
Communication
Coordinator.

Draf'ts news
releases.
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