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TAX ROLL SETUP
Database Checklist:

[image: image1.jpg]Check your millage rates against L-4029’s, DNR rates, 50% IFT agreements Rates or any other special millage rates that may apply. Note that the County Treasurer does not issue these rates so please contact your Clerk for copies of current L-4029’s. Errors in millages are extremely difficult to correct after the fact and can result in tremendous cost to the Township.

Tax headings required by the County. Approved “Tax Heading Listing” can be found on the Treasurer Resource section of the Treasurer page website. Our office will be checking to ensure that the proper tax headings have been coded. Please be advised that our office will reject your final roll for Settlement, if headings are incorrect. 

Effective 2016, Drain Assessments will be coded with a 99 to help separate them on countywide reports
Due dates must be set in accordance with State Statue or your local Charter, not to exceed February 28th
Send a backup copy of your database to the County Treasurer’s office for review prior to “Committing” or printing the Tax bills

a. Email to dcunningham@stclaircounty.org
b. “Direct FTP upload” –Instructions are available under the Treasurer File Links page on our site.
c. Stick Drive/Flash Drive mailed or delivered to the County Treasurer’s office

Submit an Assessor’s Misc. Totals and Stat’s Report “Balance to Tax”.  Must be for all parcels i.e. “Ad Valorem plus Special Acts” 


Receive confirmation email from County


Import Delinquent Parcel File, sent by Count when we confirm your roll is correct
Commit and Print tax Bills!!!!
Additional items to keep in mind:

1. Deferral of Summer Taxes – According to the State Law if someone completes a Summer Tax Deferral form they can not be charged retroactive interest if they pay after February 14th.  A parcel that is eligible for the summer deferral can only be charged 1%, if paid after February 14th; charging retroactive interest is not allowed. Please be sure to keep a copy of all summer deferral forms and contact BS & A, if you are unsure how to properly apply interest to those parcels. 
2. DNR composite billing must be submitted to the County for mailing to the State of Michigan no later than December 5th
a. DNR bills are only issued in the Winter tax season. Rates for DNR properties are based on current millages and special assessments apply. Please note that State Ed and School Operating are not included on the DNR millage table.
3. Verify the Drain Office parcel list against your tax roll before you upload their assessment file. You are not required to accept the uploaded file if there are invalid or retired parcels included in their list. 
a. After inputting all data received from the Drain Office you MUST run a “Special Assessment Roll and balance the amount in your system against what the drain office is asking you to levy. Any errors or shortages may result in the City/Township paying the shortage

4. If the unit is a Chartered City or Township and a vote to change or increase interest or penalty has taken place, please provide us with a copy of the minutes and the revised policy when submitting your tax roll. 

If you have any questions or need assistance with your Tax roll, please contact our office either via telephone or through our email link on the treasurer’s web page. 
St. Clair County Treasurer’s Office
200 Grand River Avenue · Suite 101 · Port Huron, MI  48060

Phone:  810-989-6915 · Fax:  810-985-4795 · Web Address:  www.stclaircounty.org


