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IN
STR

U
C

TIO
N

S

Prepare this form
 in triplicate. N

um
ber the pages if there is m

ore than one page of m
inutes.

O
nly appeals to the board are to be recorded in the m

inutes. C
olum

ns (1), (2), (4) and 
(5) are self-explanatory. U

nder C
olum

n (3), indicate residential (R
), farm

 (F), com
m

ercial 
(C

) or unm
ined m

ineral (M
). C

heck (
) C

olum
n (6) if the taxpayer did not appear at 

the hearing. C
heck (

) C
olum

n (7) if the board m
akes no change from

 the property 
valuation adm

inistrator’s original assessm
ent on an appeal. (D

o not check colum
n 7 

if the taxpayer did not appear). Show
 increases by the board in C

olum
n (8). Show

 
decreases by the board in C

olum
n (9). The county clerk and the chairm

an of the board 
m

ust execute the C
ertification, R

evenue Form
 62A303-A, in triplicate. Attach a copy of 

the C
ertification to each set of the m

inutes.

The original copy of M
inutes of the Board of Assessm

ent Appeals and C
ertification 

properly executed by the clerk and the chairm
an w

ith any letters of appeal attached are 
the offi

cial m
inutes and m

ust be kept perm
anently by the county clerk. A copy of the 

m
inutes m

ust be furnished to the property valuation adm
inistrator and the D

epartm
ent 

of R
evenue w

ithin five days after the board adjourns.


