Direct Assessment Submission Procedure Manual

1.0 Submission of Direct Assessments Via Diskette or CD


1.0 SUBMISSION OF DIRECT ASSESSMENTS VIA DISKETTE/CD
1.1
DATA SUBMISSION (120 Bytes)

I
DISKETTE AND CD REQUIREMENTS


When using diskettes/CD’s to submit direct assessment liens in a 120-byte format to the Auditor-Controller, the requirements listed in this section must be met to ensure prompt and accurate processing of data.


If you:  (1) are sending diskette/CD input for the first time, (2) have made program revisions to your existing system, or (3) have changed hardware and/or service bureaus, submit a sample diskette/CD to the Auditor-Controller for testing on or before July 25th.  The purpose of this testing is to detect possible format or data errors that might cause a problem during the actual processing.  The test file should be created from production data.  You will be notified of the results of the test data only when problems are identified.  Failure to submit a sample diskette/CD may result in the direct assessments not being placed on the current tax roll.

The following are the requirements for submitting direct assessments by diskette/CD:


A.
1.44 HD Diskette can have up to approximately 65,000 txns containing Parcel and Amount.
B.
Public utility parcels and regular mapbook parcels must be submitted on separate diskettes/CD's or on manual input.


C.
The diskette/CD(s) should have the following information typed or printed on the label:



1.
Agency name and account number(s).



2.
Test diskettes/CD's must be identified with the word "TEST" on the label.  Public utility diskettes/CD's must be labeled "PUBLIC UTILITY". 

3. Data must be in Excel and labeled “120 Bytes.”  CD's are only accepted in 120-byte format.

D.       All diskettes/CD's must be sent to:

County of Los Angeles

Auditor-Controller, Tax Division

Direct Assessment Processing Unit

500 W. Temple Street, Room 153

Los Angeles, CA  90012

II.  DATA TRANSMITTAL SAMPLE FOR DISKETTE/CD
E.     Each set of diskettes/CD's must be accompanied by a Data Transmittal on Agency Letterhead containing the following information:

See below for detailed instructions for Data Transmittal
	                                       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)

ATTN:  DIRECT ASSESSMENT PROCESSING UNIT
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         No. of Bytes.                        :    25 or 120
         Agency Account Number      :   102.01
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         Agency Description               :    Sun Valley Light District

         Total Assessment Amount
:   $4,188,711.16
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         Total Parcel Count

:   819,893

    
Note:  There are total of 3 diskettes.
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 Ordinance #111665
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         Authorized by:  ______________________________________          
_______________

    


John Smith, City Manager                                     Date Signed

    


City of Sun Valley 

     If there are any problems relating to the diskette(s) provided, please call:
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Bill Walker, Systems Manager


(213) 786-8103
If there are any exceptions to the input, please call or fax :

Contact Name
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Phone Number

Fax Number

E-mail address




Information required for Data Transmittal:
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Name and Address of consulting agency, if applicable.
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Number of Byte Format (25 or 120) 
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The Agency Account Number and Description.
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The Total assessment Amount.
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Total Parcel Count.
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The identification number of the resolution or ordinance that provides the authorization for the direct assessment.
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The signature of the person authorizing the Auditor-Controller to enter the direct assessments on the tax roll, and the authorization date.
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The name and phone number of the person who created the diskette/CD.  This person will be contacted if problems occur during processing.

[image: image18.png](S| [2]| 1| & |8 @] || & |39 1| 21 gy

orhel v X

Ble Edt YVew

hEEaq sen [Boe e @@ 0B

41 Nomal
i Shoving ark
] 4 ' R
My Dociments
4] @
2 Deskiop
- = Hash
211 T 0633
= 121261 0833
] 0533
| s 0633
Fie o = =0
- iy Network
- Paces  Save 35139 [Word Docomet - Cancel
- 120 Byte Formatted Text Spread Sheet
= || 12125157710300202002000000153L 0580200221 2610000000083 0000000000233 °
- TZ1 2615771030021 20020008000153LC 580200221 26 1000000000833 0000000000833 ®

Draw~ [t Autoshapes~ N\ % (1O E 4 ¢, - L-A-==E500.

Page 7 sec 12/45 A0 Ini Coli  REC TRK EXI OWR








The name, phone number, fax number and e-mail address of the contact person to receive output exceptions for submitted data. 

Note:  All diskettes/CD's become property of Los Angeles County and will not be returned.
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