Chapter 3

Records

Assessors have responsibility for locating, identifying, inventorying, and valuing all
property in their counties. The assessor must be able to explain and defend each
assessed value. It is essential to maintain accurate records that show the underlying
factors and procedures used.

Office records used by assessors and their staffs include many documents, both in hard
copy and computerized formats. Some of these records include:
* Property transaction records;

* Property description cards (tax lot cards);

* Journal vouchers for tracking account changes;

 Office or counter maps;

* Appraisal maps;

» Sales cards/sales printouts;

* Sales questionnaires;

* Ownership indexes;

* Appraisal inventory cards;

* Confidential real and personal property returns;

* Exemption files/special assessment files;

* DOR-appraised industrial and centrally assessed property files;
* Real property assessment roll;

* Personal property assessment roll; and

* Administrative records.

Examples and brief descriptions of some types of records used in an assessor’s office
begin on the following page.
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Property Transaction Records

Property transaction records include deeds, contracts, and any other instrument that
conveys an interest in real property. These instruments may be documents recorded in
the clerk or recorder’s office (in home—rule counties, the recorder’s office) or they may
be provided to the assessor’s office by the taxpayer.

A property transaction document usually contains the name(s) of the grantor(s) and
grantee(s), type of transaction, a description of property, consideration, encumbrances
(such as easements, severed mineral rights, and taxes owed), date of transaction, and
the name and address of the party who is to receive the tax statement. Following is an
example of a deed.

150-303-415 (Rev. 07/03) Appraisal Methods for Real Property Chapter 3
Page 2 of 12



Example of a Deed

FORM No. 965 - WARRANTY DEED (Tenants by Entirety) — Statutory Form. STEVENS-NESS LAW PUBLISHING CO., PORTLAND, OR 97204

NN
STATE OF OREGON, } o
County of ’
I certify that the
Grantor’s Name and Address . .
received for recording o el .
7] T o’
book/reel/volume
Grantee’s Name and Address SPACE RESERVED and/or as fee/fi]
After recording, return to (Name, Address, Zip): FOR No. 5
RECORDER'S USE
Until tl ise, send all tax to (Name, Address, Zip: | TT77777"NamE T TTTTTYTMRMeE T

WARRANTY DEED (TENANTS BY ENTIRE
(INDIVIDUAL OR CORPORATE

Grantor,
husband and wife,
prances, except as specifically set forth here-

conveys and warrants to
as tenants by the entirety, Grantees, the following described real j
in, situtated in County, O;

(IF SPACE INSUF ON REVERSE)

The property is free from all encumbranc

The true consideration for this convey. , comply with the requirements of ORS 93.030.)

Dated
affixed by an officer or g

orate grantor, it has caused its name to be signed and its seal, if any,

THIS INSTRUMENT IN VIOLATIO
LATIONS. BEFORE SIGNING OR

This instrument was acknowledged before me on

Notary Public for Oregon
My commission expires

The form included here has been reproduced with the permission of Stevens-Ness Law Publishing
Co. No further copying or reproduction in any form is permitted without the express permission of the

Publisher.
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Property Description Record

Property description records are commonly referred to as tax lot cards. Information on
this record includes:

* Map number;

* Parcel number;

* Special interest numbers;

* Tax code area number;

* A tie to the parent account;

* Legal description;

* Any tax lots that have been cancelled and combined with another tax lot;

* Gross and net acres;

* Deed references (important for history research purposes);

* Geographic Information System (GIS) coordinates; and

* Exceptions for roads, segregations, and easements.

County assessors must set up and maintain a filing system that makes it easy to locate

individual property accounts.

The newer, manual tax lot card systems being installed in remapping projects list the
property history on the front of the card and have a copy of the latest owner’s deed on
the back.

If tax lot cards are part of an automated system, they need to contain the same
information as the manual tax lot card. Following is an example of a tax lot card.
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Example of Tax Lot Card (Front)

JP Page 1 of 4.5
7/29/2002
3:21:57 PM 72 29 33 32 A A 100
OFFICIAL RECORD
OF DESCRIPTIONS CODE TWP RGE SEC 1/4 |1/16 PARCEL TYPE NO
. OF NSSIEAER MAP NUMBER NUMBER SPEC.INT
REAL PROPERTIES T TR
OLD ACCT. NO.
OLD TAX LOT NO FORMERLY PART OF 29.33 2500
Name and Tax Lot Information DATE OF ENTRY DEED RECORD ACRES
ON THIS CARD VOL ‘ PAGE REMAINING
o Smith, Sally Lee 5/5/1986 104452 0.81
= C/O Wilson, Walter F, & Wilma C.
(Memo of Sale) 12/8/1986 861828
< Smith, Sally Estate 870151
g Wilson, Walter F. & Wilma C. WD
(] 891490
™ Also: LLA from Parcel 29 33 1400 BS
g See Back for Also; 0.41 2/2/2001 20010212 1.22
N Also; LLA from Parcel 29 33 1300 LLA
See Back of Page 2 for Also Desc; 0.38 2/2/2001 20010193 1.60
Exc; LLA to Parcel 29 33 1300 LLA
See Back of Page 3 for Desc of Exc; -0.01 2/2/2001 20010193 1.59
-
L
=
14
<L
I
COUNTY FORM
ORE. DEPT. OF REV.
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Example of Tax Lot Card (Back) Journal Vouchers

BARGAIN AND SALE DEED -

BEEFY BEEFY BURGERS, INC.,called Grantor herein, hereby corveys to WALTER F.
WILSON and WiLMA C. WiLSON caiied Graniees herein, the following described real

property:

A parcel of land situated in the NEY of Seclion 32, T29 S, R 33 E, WM, Hamey
County, Oregon as more particulariy described as follows:

Begmning at the southwest comer of the NEYNE of Section 32 as located per
existing deeds, thence N 00° 0O'GO™W 109.50 feet to the southwest comer of the Santille Tract
P e e I_',a.;u_ ..... [T e Tols]

as recordsd as instument No. 851430 of the Hamey County Deed Records and the True Point

of Beginning, thence N 00° 00'00"W along the west boundary of the Wilson Tract 472.01 feet,
thence M 26° 3328"W 59.57 feet, thence S 83° 30'51"W 18.49 feet, thence S 02° OSO0°E

UISIS O Wl Udug o

523.30 feet to the northwest comer of the Rushion Tract as described in Instrument No. BG1200
of the Harney County Deed Records, thence S 89° 26'00°E 26.00 feet to the True Point of

Beginming.
SUBJECT TC: All easemenis, reservations, and resirictions of record.
Tax: Code 7.2 .Map No YT Lot2s7a> | RefNo. /5084

THIS INSTRUMENT WILL NOT ALLOW USE OF THE PROPERTY DESCRIBED IN THIS
INSTRUMENT IN VIOLATION OF APPLICABLE LAND USE LAWS AND REGULATIONS,
BEFORE SIGNING CR ACCEPTING THIS INSTRUMENT, THE PERSCON ACQUIRING FEE
TITLE TC THE PROPERTY SHOULD CHECK WiTH THE APPROPRIATE CITY OR COUNTY
PLANNING DEFARTMENT TC VERIFY APPROVED USES AND TO DETERMINE ANY
LIMITS ON LAWSUITS AGAINST FARMING OR FOREST PRACTICES AS DEFINED IN ORS
30.830.

Dated : 2-rz , 2001
BEEFY BEEFY BURGERS, INC,,

s AL
By: LQ\U opel . _
Ted Ownings,
Titie
Until further nitice, send
all tax statements to:
Walter F. Wilson and Wilma C. Wilson
Diamond, OR 97722
STATE OF OREGON FOR RECORDER’S USE

88

g et

This instrument was acknowledged before me
by Ted Owningsas Fressdent” of Beefy
Beefy Burgers, Inc. a cerporation, by authority of
its Board of Directors on whose behaif he
executed this instrument. .
Bofars me: .

Ndtry PRl tor Oregon

My commissicn expires:_9-& -Zoo i

DFFCIAL SEM. i
SEE.  IANE JOHNSON
@ HOTARY PLEX IC-ORESON

"~ Prépared BY. . RETURN DEED TO:
LARRY LAWYERSON, P.C. Attorney - Walter F. Wilson and Wilma C. Wilson

123 Main Street _
Sands, OR 97123 541-555-2345 . Diamond, OR 97722
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Journal Vouchers

A journal voucher assures that the various steps necessary in assessment and
taxation have been completed. The journal voucher form can either be hard copy or
computerized. If the voucher is computer-generated, all information is entered directly
into the system, thus eliminating the need for a hard copy. A journal voucher system that
uses sequential numbering and is filed numerically makes it easy to locate vouchers.
Include all information needed to update the assessment roll:

e Grantor;

* Grantee;

* Affected tax lot(s);

* New account number;

* Deleted accounts;

* Computer reference number;

* Old and new acreage;

* Reason for change;

* Deed reference, including type of deed and date of deed; and

* Check—off list associated with office flow to assure all required functions have been com-
pleted.

Following is an example of a journal voucher.
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Assessor’s Journal Voucher

ASSESSOR'S JOURNAL VOUCHER

Harney Cou nty Assessment Years Affected
Check when completed and ready to file. 2001
Code 7.2 Code 7.2
PRESENT ACCOUNT NEW ACCOUNT
Account No. Name of Owner Account No. Name of Owner
29 33 32AA Wilson 2933 Ousley
100 1300
LLA to Parcel 1300 LLA from Parcel 100
LLA to Parcel 1300 of 0.01 Acres. LLA from Parcel 100 of 0.01 Acres.
PRESENT RECORD NEW RECORD NEW ACCOUNT CHANGES TO ROLL
Class Acres Value Acres Value Class Acres Value Acres Val. Inc. | Val. Decl.
Land 1.60 1.59 Land 874.99 0.00
Improv. Improv.
Exemp. Exemp.
TOTAL TOTAL
Reason for Change Check Changes Needed Check Completed PERSONAL PROPERTY
(Initial) Change to Roll
1. Name Change 1. Counter Map Class Present Value | Revised Valug | e-(Decl)
Other Mach.
2. Acreage Change 2. Map Tracing ~/ JP | 1. andEauip.
Furn. Equip.
3. Value Change 3. Tax Lot Card J JP | 2. inComl. Use
4. Segregation 4. Fly Sheet TOTAL
5. Consolidation 5. Appraisal Map TAX COLLECTOR'S OFFICE
6. Code Change 6. Soil Class Map Collector's J.V. No
7. Omitted Property 7. Index Card Filed Tax Roll Correcte
8. Double Assessment 8. Sales Data Card Statement Correcte
9. Clerical Error 9. Appr. Env. (Value)
10. Cancelled 10. Copy to Appraisal Section Remarks:
11. Examination Change 11. Copy to Collector
12. Per Prop. Value Change 12. New Forms
13. Per Prop New Account 13, Now Tax Roll and Statement to
14. R'W 14. Assessment Roll
15. New Map 15.
16. Non-Contiguous Parcel 16.
17 11 AAi / 17 INCTDIIMEANT DEANDN
17. L.L. Adj. v INSTRUMENT RECORD
18. Sub./Part. Plat 18. No. 20010193 ‘ Date June 19, 2001
Type: LLA
19. Other 19. Sale Price $0.00
P d By: D
PACE " Tohn Prychun € 6/19/2001 Confirmed: | | Telephone /| Mail [ | Counter
150-303-034 (Rev. 1-93) County Form
Oregon Dept. of Revenue
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Sales Data Records

Use sales data records to analyze market data for appraisals (ORS 308.232 and ORS
308.233), to measure results against appraisal standards (ORS 308.234 and OAR 150-
308.234), and for the annual sales ratio study (ORS 309.200 and OAR 150-309.200).
Sales information is taken from recorded instruments, such as deeds and contracts, and
documentation like Multiple Listing Service data. This process is known as sales take-off.

The office of the clerk or recorder and the cartography section of the assessor’s office
identify the properties that have transferred or conveyed whole or partial ownership.
In several counties, DOR’s cartography section performs the mapping duties under
contract with the county.

Written procedures with specific timelines can be developed to show the process

of sales information moving quickly from the clerk’s office through the cartography
section and on to the data analyst. The data analyst needs to ensure that the sales
collection, confirmation, and qualification process is current. Following are examples of
computerized sales data records.
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Examples of Sales Data Records

Ascend Property Transfer Screens

4 Property Transfer Detail: 10

File Edit ¥iew Help

Transfer Properlies‘ — }
PFrimary
Froperty Mo. |405509
Situs [2663 0AK RIDGE 5T W [ALBANY
TCA IW [ Paortion of a Property

None of the properties are in property use or have active exemptions.

[Recording Information
Transfer Type IWanan!y Deed

Document Date ||]7',J15j20|]2

Document No. |M321 701-02

[ Create Sales Record

Received Date ||3?/1 7/2002

Grantor Name |ABSOLUTE GENERAL CONTRACTING

Fiing Number 16062

Remarks H
|
Taxpayer & Mortgage Co. Owner Other Parties ‘
~Mew Taunaver
Name |THE NDRA STICKMAN LOVING TRUST J

‘ Address  [2663 DAK RIDGE ST Nw/, ALBANY, OR 97321 _|

Walues and Taxe:
& NoTaxnor Fes & Calculate Tax / &pply Fee
Options

[= Mo lnterest/Penaly [Calculate e, I
|_ Apply Fee I—

Gross Sale Price | 180,000.00

Itemized Property Deduction | 0.00

Total Tax/Fee  om

[T New Taspayer wil also be an Owner

Transfer Status IApproved

+| Date [07/17/2002

x|

LCancel |

Help... |

=10l x|

Propert| Situs Address City
0EE08

i

Add

Hemoye |

LCancel |

Help... |
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bleTerm - ableTerm =] =l
File Edit Wiew Settings Help

H&| 58] e el 2

— — Modify Sale and Deed History Screen - — u

Deed-sSale ID 291381 Last Change: B7-38-20082 11:48:56 COSSENKO
Property IDs Ricbh43 Nbhd: 93UA Code Area: BA400028

Deed Type: WUARRANTY DEED (UD> 2. Bale Yes
Buyer ID OWHIHGS, TED 4. Seller ID WILSOH, WALTER F.
467988 351 DIAMOND LANE 465073 VILSON, VILHA C.

- 1223 MATH STREET
OIAHOND OR 37722 DIAHOND OR 97722

Instrument No 19528046 Include Ratio: Mo

Deed Date a5.-2%9-82 Sale Date a85.-2%9.-82
Comment Sale Price §159 . 0684
Consideration Ratio Screen
Assigned To Realtor
Assigned Date Finance Code
Confirm Status Fin Comment
8ale Type PARTIAL INTEREST <@7> Interest Rate

(R>atio Screen (IT>racking Screen CA>dd. Names

Enter option from above, field number to change, or <{RET> to exit: B_

<l I I I I | I I I |
[Telnet connection complete
;msmrt”J H & |J & movell-delivered Applicati. . ||@ab|eTerm-ahleTerm (38 Groupise - Mailbox | |N MDY 3s9Em
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