
Start

Applicant obtains 
Garbage/WS 

rebate application.

R&A mails out 
application to the 

list of previous 
applicants.

Applicant attaches 
State Property Tax 

Rebate. 

Applicant fills out 
section D of the 

application.

Has 
the Applicant applied 
for the State Property 

Tax Rebate?

Applicant emails, mails 
or drops off the 
application and 

required 
documentation to R&A.

R&A receives the 
application and it 

is assigned to a 
Tax Examiner.

In Admins, the Tax 
Examiner verifies the Applicant 

has paid the prior year's CRE 
tax. Was garbage paid?

The Tax 
Examiner will 

take a 
screenshot of 
the account in 

Admins and 
print it. 

R&A will send a 
denial letter to 
the applicant. 

The Tax Examiner will 
review all attached 

documents to determine 
the applicant's eligibil ity. Is 

the applicant eligible?

The Tax 
Examiner completes 
a "Refund Request 

Form."

The Tax Examiner enters the 
applicant's gross income into an 
Excel spreadsheet template to 
calculate the rebate amount.

The  Tax Examiner 
transfers the rebate 
amount into a blank 

Spreadsheet and prints 
it.

The Tax Examiner prints the 
completed "Refund Request 

Form."

All forms and attached documents go to 
the Operations Manager for approval. Is the 

applicant approved?

A Revenue 
Specialist will 

enter the 
payment 

request into 
Munis AP.
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The Operations Manager 

signs the "Refund 
Request Form" as 

approved and directs it to 
a Revenue Specialist. 
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The Tax 
Examiner edits 
the Refund Log 
Spreadsheet to 

reflect the 
progress of the 

refund. 



Start

Business requests a refund 
from R&A.

Request must be in writing. 

R&A receives the refund 
request and assigns it to a 

Tax Examiner. 

If the Business is an "Out-of-City" 
business, the Tax Examiner reviews 

EnerGov to see if permits were pulled 
within the calendar year in which the 
refund is requested for. Were permits 

pulled?

R&A will send a 
denial email or 
phone call to 

the applicant. 

The Tax 
Examiner comple

tes a "Refund 
Request Form."

The Tax 
Examiner prints the 
completed "Refund 

Request Form."

The written request and printed 
"Refund Request Form" are 
reviewed by the Operations 

Manager for approval. 
Are documents approved?

A Revenue 
Specialist enters

 the payment 
request into 
Munis AP.

The Tax 
Examiner determines 

if the Business has 
conducted business 

in the city previously.

If the Business is an "In City" 
Business, the Tax Examiner will 

request a Federal Tax Return to verify 
when a final return was filed. Was 

income reported? 
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R&A will send a 
denial email or 
phone call to 

the applicant. 
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The Operations Manager 
signs the "Refund 
Request Form" as 

approved and directs it to 
a Revenue Specialist. 

No
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The Tax 
Examiner edits 
the Refund Log 
Spreadsheet to 

reflect the 
progress of the 

refund. 



Start

Entity submits a 
BPT refund 

request to R&A.

Entity supplies R&A with 
account numbers, 

property addresses, 
business or owner name. 

Entity attaches 
proof of all 
payment on 

BPT. 

R&A receives 
request and all  

additional 
required 

information. 

Entity mails, 
emails, or drops 

off request and all 
additional 

information to 
R&A. 

The refund 
request is 

assigned to a 
Tax Examiner. 

If the Entity wants their 
BPT credited to the 

following year, they must 
specify this in their 

request. 

The Tax Examiner reviews all 
documents and the request 

provided by the entity. Is the 
entity eligible? 

If the Entity requests their 
refund to be credited, the Tax 

Examiner will forward all 
documents and the request to 

the Operations Manager, 
highlighting where the entity 

would like their refund credited.

Tax Examiner 
will provide 
proof of the 

transfer to the 
entity either by 
mail, email or in 

person. 

The Tax 
Examiner fills 
out a "Refund 

Request Form". 

The Tax 
Examiner prints 
the completed 

"Refund 
Request Form." 

The printed forms and all  
documents provided by the 

taxpayer are given to the 
Operations Manager for review. 

Are documents approved?

R&A will send a 
denial email or 
phone call to 

the applicant. 

The Operations Manager 
signs the "Refund 
Request Form" as 

approved and directs it to 
a Revenue Specialist. 

The Revenue 
Specialist enters 

the payment 
request into Munis 

AP. 
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Credit Request

Refund Request

The Operations Manager 
will edit the BPT detail 

screen in Admins to reflect 
the correct BPT amount. 

The Tax Examiner 
edits the Refund Log 

Spreadsheet to reflect 
the progress of the 

refund. 
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R&A sends out a letter 
in October notifying 
the Property Owner 
they have overpaid 

their CRE tax. 

The Property Owner 
fills out the reverse 
side of the letter to 

begin the refund 
process. 

The Property Owner 
attaches proof of all 
payments made on 
CRE, Garbage and 

Stormwater. 

Once the form is 
complete, the Property 

Owner mails or drops off 
the form along with proof 

of payment to R&A. 

Form and proof of 
payment are received 

by R&A. 

A Tax Examiner or 
Revenue 

Specialist is 
assigned to the 

task. 

The Tax Examiner or Revenue 
Specialist reviews the form and 

attached documents to determine if 
the property owner is eligible for 

the refund. Are they eligible? 

The Tax Examiner 
requests more 

information or  R&A 
sends a denial email/

phone call. 

The Tax 
Examiner or 

Revenue 
Specialist will 

complete a 
"Refund 

Request Form."

The Tax 
Examiner or 

Revenue 
Specialist prints 
the completed 

"Refund 
Request Form."

The printed forms and all  
documents provided by the 

Property Owner are given to the 
Operations Manager for review. 

Approved?

The Tax 
Examiner or 

Revenue 
Specialist takes 
a screenshot of 

the Property 
Owner's 

account in 
Admins and 

prints it. 

The Operations Manager 
signs the "Refund Request 

Form" as approved and 
directs it to a Revenue 

Specialist. 

The Revenue 
Specialist enters 

the payment 
request into 
Munis AP. 

The Tax 
Examiner requests 
more information 

or R&A sends a 
denial email/
phone call. 
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The Tax 
Examiner edits 
the Refund Log 
Spreadsheet to 

reflect the 
progress of the 

refund. 
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The Tax Examiner or 
Revenue Specialist enters 
the payment request into 

Munis AP. 

The request is 
systematically routed 

through Munis 
approval queues, 
continuing on to 
departments as 

approved. 

Once the request is through all 
queues, it is reviewed by an AP 

Specialist. Is the information 
correct?

AP 
Specialist will 

return or reject 
request. 

The AP Specialist 
enters the request 

into Munis Payment 
Manager, where it is 
held until the Friday 

of each week. 

On Friday, all approved 
refunds and checks are 
selected and printed by 

an AP Specialist. 

Controller's Office 
gives AP permission 

to release the checks. 

The Controller's 
Office advises AP 

to hold the checks. 

AP places approved 
checks into envelopes 
and mails them out. 

The printed checks and 
documentation are verified 
by the Controller's Office. 

Approved?
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