

2.0 SUBMISSION OF DIRECT ASSESSMENTS VIA MANUAL INPUT

2.1  MANUAL INPUT REQUIREMENTS

FIG.2.1.C -- MANUAL INPUT LISTING SAMPLE

	City of Sun Valley

1020 East West Street

Sun Valley, CA  91020
(213) 786-8259
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FROM:  Name & Address Of Consulting Agency (if applicable)
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        Agency Description:             Sun Valley Light District
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        Agency Acct. Number:
        102.01

        Fiscal Year:

        2004-005
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	#
	PARCEL NUMBER
	YEAR & SEQ
	CD
	AMOUNT

	1
	4180-028-001
	2004-000
	4
	102.00

	2
	4180-028-002
	2004-000
	3
	102.00

	3
	4180-028-003
	2004-000
	2
	102.00

	4
	4180-028-004
	2004-000
	1
	102.00

	5
	4180-028-005
	2004-000
	0
	102.00

	6
	4180-028-006
	2004-000
	9
	102.00

	7
	4180-028-007
	2004-000
	8
	102.00

	8
	4180-028-008
	2004-000
	7
	102.00

	9
	4180-028-009
	2004-000
	6
	102.00

	10
	4180-028-010
	2004-000
	5
	102.00

	
G R A N D   T O T A L
	    $1,020.00





See below for detailed instructions for Manual Input


When using manual input to submit direct assessment liens to the Auditor-Controller, the requirements listed in this section must be met to ensure prompt and accurate processing of data.  The Manual Input needs to be submitted on agency letterhead.

A.
The manual data listing must be double-spaced and either typed or computer generated.  To ensure accurate keypunching, follow the sample format as illustrated above. 

B.
Public utility parcels and regular mapbook parcels must be submitted on separate manual input documents.


C.
All manual data listings must contain the following information:

	PRIVATE 

No
	
Field Name
	
Description
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	Consultant
	Enter the name of your consulting company if applicable.
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	Agency Description & Acct  Number
	Enter the Agency Description & Account Number.
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	Fiscal Year
	Enter the year of the direct assessment levy
 (e.g. if the fiscal year is 2004-05, enter 2004).
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	Parcel Number
	Enter the ten- (10) digit number created and used by the County to identify an individual property within the County.  This number is comprised of three (3) parts: the mapbook, the page and the actual parcel number.  The County Parcel Number is written in the following format:


Mapbook - Page - Parcel Number


  9999  -  999 -     999

Note:
Leading zeros must always be included as a part of the County Parcel Number (e.g.: 2020-018-037).


	
	
	Enter the County Parcel Number as specified below:

a. If processing a direct assessment on a County assessed parcel, enter the County Parcel Number.

b. If processing a direct assessment on a Public Utility (State assessed parcel), enter as follows:



1)
Railroad company – the 10-digit County Parcel Number is:




Byte

Content



1

"9"




2-5

Company Number

6-10 County Tax Rate Area




Example:




If Southern Pacific Railroad has a company number of 0872, and the County TRA is 01020, then the County Parcel Number is 9087-201-020.



2)
Utility OTHER THAN a railroad company -- enter the Parcel Number as follows:




Byte

Content



1

"9"




2-5

Company Number

6-10 "00001"





Example:




If So Cal Edison Company has a company number of 148, then the County Parcel Number is 9014-800-001.
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	Year & Sequence
	Enter the year of the assessment levy as 2004 then add "000"  

i.e.:  2004000
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	Check Digit
	Enter the calculated number obtained using the following algorithm:

a. Starting with the high order (left) digit of the Parcel Number, number each digit from 1 through 10.

b. Multiply all the odd numbered digits by 2.

c. Sum the products resulting from Step b (if a product contains two digits, sum the individual digits to get one digit number; i.e. 16 would be read as 1+6.

d. Sum all the even numbered digits.


e.
Add the result from Step c to the result of Step d.

e. To obtain the Check Digit, subtract the low order (right) digit calculated in Step e, from "10".

Note that if the low order (right) digit is zero, then Check Digit is zero.

Example:


If the parcel number is 2020-418-037, then the Check Digit calculation is as follows:

         Step a:    1  2  3  4  5  6  7  8  9  0

         Pcl No:    2  0  2  0  4  1  8  0  3  7

        Step b:     4      4      8     16     6

        Step c:     4      4      8     1+ 6   6     =  29

        Step d:         0      0     1        0    7  =    8

        Step e:        29  +  8  =  37

        Step f:       “10”  -   7  =   3 
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	Direct Assessment Amount
	The Auditor-Controller will NOT accept any input with a negative Direct Assessment charge or a charge of $0.00.  Enter the amount (dollars & cents), as follows:


a.
If processing a direct assessment on County assessed parcel, enter the Direct Assessment Amount.


b.
If processing a direct assessment on a Public Utility (State assessed parcel), and:



1)
The utility is a railroad company, enter the Direct Assessment Amount.



2)
The utility is OTHER THAN a railroad company, enter the sum of all the direct assessment amounts for that company number.




Please note that when preparing the manual data listings:



1.
All pages must include the Agency Description and Account Number.



2.
Headings, such as Agency Name, Account Number & Fiscal Year, must be typed on the upper left of the data sheet below the agency letterhead.



3.
All data on the listing must be reported in ascending parcel number order.



4.
Data must not exceed twenty-five (25) parcels per page.

5. Data must not exceed fifty (50) parcels for manual input.  If data is more than 50, diskette/CD must be used.
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